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Mission Statement 

IQ SaUWQeUVhiS ZiWh Whe cRmmXQiW\, Whe BaldZiQ CRXQW\ PXblic SchRRlV¶ miVViRQ iV WR SUeSaUe 
ALL students to graduate College and Career Ready through a culture of equity and 

opportunity. 

Vision Statement 

Our vision is to foster a nurturing environment with high expectations for students to achieve their 
potential and graduate with countless opportunities. 

Equal Employment Opportunity 

The Board is an equal opportunity employer. Personnel actions and decisions will be made without 
regard to factors or considerations prohibited by federal or state law (as such laws may from time to 

time be amended), including but not limited to race, gender, age, disability, national origin, 
citizenship, and religious preference. 
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Payroll 

The Payroll Department processes all payrolls, payroll deductions, garnishments, W-2’s, tax 
withholding deposits, direct deposits, retirement related functions, etc. and other benefits for the 
Baldwin County Board of Education. 

¾ Payroll Checks

Payroll checks are issued once a month for all support employees and once a month for
certificated employees. Employees who are hired in August have the option to elect 12 or 13
payments.

¾ Mandatory Deductions

¾ Federal/State Income Taxes: Deductions are withheld based on information
provided by the employee on Forms W-4 and A-4.

¾ Social Security/Medicare: Deductions are withheld as required by law.
¾ Retirement: Deductions are withheld based on current state requirements.

¾ Voluntary Deductions

¾ Medical Insurance: Deductions are based on information that is provided to PEEHIP
on new enrollment forms or change forms. This can also be coordinated by the
Insurance Specialist.

¾ Dues: Dues for organizations that are an approved payroll deduction are deducted
each year starting in September and ending in August. Once dues become a payroll
deduction, they continue each year unless cancelled in writing prior to September
15th. Upon an employee’s termination, amounts owed for the remainder of the year
will be deducted from final pay.

¾ Baldwin County Federal Credit Union: This is the only bank available for
deductions from the employee’s paycheck.

¾ Deferred Compensation Plans: Federal and State tax-sheltered (457 and 403b)
deductions for Deferred Compensation Plans are available to all employees. Details
are furnished upon request.

¾ Direct Deposit

Direct Deposit for payroll is mandatory for all employees of the system. Notify the Payroll
Department immediately if there is a change in banks and/or account is closed. Give
sufficient time to make the change in payroll before the old account is closed.

¾ Change of Address

Any address change should be completed on the Change of Name and/or Address form and
forwarded to the Human Resources Department to ensure that payroll information arrives in
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a timely manner. The Change of Name and/or Address form can be found on the Baldwin 
County Public School website at www.bcbe.org. Also, any change of address needs to be 
reported to the Teachers Retirement System. A form is available online at www.rsa-al.gov to 
report this change. 

¾ Change of Name

Any name changes should be submitted on the Change of Name and/or Address form and
forwarded to the Human Resources Department. A copy of the new social security card
showing your name change must accompany the form.
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The Employee Self Service Portal (ESS) 

The ESS portal allows for viewing and printing of: earnings summaries, past check 
stubs, W-2s, and other  important payroll documents. All features are accessible 
from any device that is connected to the internet by completing the following steps: 

Use the following link: https://ess.bcbe.org/EmployeeSelfService 

¾ Click the ³RegiVWeU´ bXWWon in the top, right-hand corner of the page.

¾ Complete the form that is presented to you. You can choose your own
username. For the email  field, you may use your personal email account. You
do not have to register with your bcbe.org account. In fact, it is HIGHLY
ENCOURAGED that you use a personal email account as you may need
and/or want access to the portal following your tenure as a BCBE employee.
All fields on this page are required. Your social security number and employee
number are needed to validate who you are.
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¾ After clicking the register button, you will receive a confirmation link via email
to the account  that you provided on the registration form. The email will come
from the following address: nextgeness@gmail.com

¾ Click the confirmation link and log in with the username and password that
you set on the  registration page.

¾ For instructions on how to use the portal, visit the following website:
https://www.bcbe.org/essportal
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403(b) Plan Eligibility Announcement to 
Employees 

To: All Eligible Employees 

Date: 06/10/2021 

Re: Notice of your right to participate in the 403(b) Retirement Plan sponsored by: 

Baldwin County Schools 
(Employer) 

In compliance Zith Internal ReYenue SerYice (³IRS´) UniYersal AYailabilit\ requirements, 
we are pleased to offer eligible employees the opportunity to voluntarily save for retirement 
b\ participating in the 403(b) Plan (³the Plan´). All employees who receive compensation 
reportable on an IRS Form W-2 are eligible to participate in the Plan, except for those who 
are specifically excluded by the Plan. 

If eligible, you may participate in this Plan by establishing a 403(b) account with one of the 
Plan¶s approYed InYestment ProYiders and completing a salary reduction agreement to 
make pre-tax contributions or (if permitted by the Plan) Roth 403(b) after-tax contributions. 

Generally, salary reduction contributions can be made in an amount up to the lesser of 
100% of includable compensation or the annual limitations set by the IRS. For the 2021 tax 
year, the annual contribution limit is $19,500 with a catch-up contribution of up to $6,500 
for employees that are age 50 or older. If permitted in the Plan, you may also qualify for an 
additional catch-up contribution of up to $3,000 if you have completed 15 years of service 
or more with the school district. To determine the amount of additional catch-up, a 
Maximum Allowable Contribution (MAC) worksheet must be completed with your sales 
agent and returned to the payroll department along with a completed salary reduction 
agreement for approval.  

Please be aware that if you participate in more than one 403(b) Plan or another qualified 
Plan such as a 401(k), you will be responsible for tracking and reporting the amount of 
your total contributions to the school district so you do not exceed the annual contribution 
limitation as permitted by the IRS.  

By electing to participate in the Plan, you are acknowledging and agreeing to abide by the 
Plan¶s rules and all IRS regulations related to 403(b) Plans. To learn more about the 
403(b) Plan, including, but not limited to, (1) exclusions to participation, (2) Plan 
distribution/transfer/rollover rules, and (3) a list of the Plan¶ approved Investment 
Providers, please contact the school district. You may also contact our administrative 
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services provider, AFPlanServ, by calling 866-560-6415 or by sending an email to WG-
Annuity-AF-PlanServ@americanfidelity.com.  

For information about specific 403(b) investment products offered by each of our Plan¶s 
approved Providers, it will be the employee¶s responsibility to contact each company 
directly. 

Please contact the school district if you have questions regarding this Notice and/or if you 
would like to participate in the Plan.  
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Insurance Coverage: 
Superior Vision: �%�ZMWMSR�WIVZMGI�[MXL�-R�2IX[SVO�&IRI½XW�XLEX�MRGPYHI�SRI�I\EQ�TIV�
]IEV�JSV�IEGL�MRHMZMHYEP�SR�TPER���*VEQI�0IRW�ERH�GSRXEGX�EPPS[ERGIW�EZEMPEFPI���*SV�QSVI�
MRJSVQEXMSR�GSRXEGX�XLI�&'&)��&IRI½XW�(ITEVXQIRX�EX�����
������������

PEEHIP: ,SWTMXEP�1IHMGEP��7YTTPIQIRXEP�1IHMGEP�ERH�3TXMSREP�4PERW���GERGIV��HIRXEP��
MRHIQRMX]��ZMWMSR
�EHQMRMWXIVIH�F]�XLI�6IXMVIQIRX�7]WXIQW�SJ�%PEFEQE���)RVSPPQIRX�QYWX�
FI�GSQTPIXIH�[MXLMR����HE]W�SJ�LMVI�HEXI�SV�HYVMRK�XLI�STIR�IRVSPPQIRX�TIVMSH�JVSQ�
.YP]��WX¯%YKYWX���WX�SJ�IEGL�TPER�]IEV���*SV�QSVI�MRJSVQEXMSR�ERH�GSZIVEKI�GSQTEVMWSRW�
TPIEWI�VIJIV�XS�[[[�VWE�EP�KSZ�TIILMT�SV�GSRXEGX�XLI�&'&)�&IRI½XW�(ITEVXQIRX�EX�
����
 ���������

Important Numbers:
Public Education Employee’s Health Insurance Plan (PEEHIP): 
'YWXSQIV�7IVZMGI������
����������
*E\������
����������
;IFWMXI��[[[�VWE�EP�KSZ���

Blue Cross Blue Shield of Alabama: 
'YWXSQIV�7IVZMGI������
����������
4VIEHQMWWMSR�'IVXM½GEXMSR������
����������
*PI\MFPI�&IRI½XW������
����������
&EF]�=SYVWIPJ�������
����������
;IFWMXI��[[[�FGFWEP�SVK�[IF�TYFPMG�TIILMT��

Express Scripts: 
'YWXSQIV�7IVZMGI����������������������
4LEVQEG]�,IPT�(IWO�����������������
4L]WMGMER Ẃ�,IPT�(IWO�����������������
;IFWMXI��LXXTW���I\TVIWW�WGVMTXW�GSQ���

VIVA: 
'YWXSQIV�7IVZMGI������
����������
;IFWMXI��[[[�ZMZELIEPXL�GSQ�4)),-4���

6RXWKODQG�%HQH¼W�6ROXWLRQV���
'YWXSQIV�7IVZMGI������
���������
;IFWMXI��[[[�WSYXLPERHFIRI½X�GSQ

&)2)*-87Baldwin County Public Sch!ls
$GGLWLRQDO�%HQH¼WV��
AirMedCare Network
%MV�
�+VSYRH�IQIVKIRG]�QIHMGEP�XVERWTSVX�WIVZMGIW
'SRXEGX��&MPP�+MPQSVI�EX�����
����������
)QEMP��[MPPMEQ�KMPQSVI$KQV�RIX�

American Fidelity Assurance 
Company:  
%GGMHIRX��'ERGIV��(MWEFMPMX]��*PI\MFPI�7TIRHMRK�%GGSYRXW�JSV�1IHMGEP�
ERH�(ITIRHIRX�'EVI��0MJI��ERH�0SRK�8IVQ�'EVI���
'SRXEGX��)H�*SVH�����
����������
)QEMP��IH�JSVH$EQIVMGER½HIPMX]�GSQ

AFLAC: 
%GGMHIRX��'ERGIV��(MWEFMPMX]��,SWTMXEP�-RHIQRMX]��
'VMXMGEP�-PPRIWW�ERH�0MJI
'SRXEGX���%RR�,EVX[IPP�����
����������
)QEMP��ERRCLEVX[IPP$YW�E¾EG�GSQ

Collateral Educator Services:  
%GGMHIRX��'ERGIV��'VMXMGEP�-PPRIWW��0SRK�8IVQ�'EVI��0MJI��'ERST]�:MWMSR��(MWEFMPMX]��
'ERST]�(IRXEP
8S�IRVSPP��LXXTW���WIVZMRKIHYGEXSVW�GSQ�SYV�WSPYXMSRW��
SV�GEPP�'YWXSQIV�7IVZMGI�EX������������������

Colonial Life: 
%GGMHIRX��'ERGIV��'VMXMGEP�-PPRIWW��(MWEFMPMX]�ERH�0MJI���
'SRXEGX��'SRXEGX��0I[MW�&VSGO�����
����������
)QEMP��PI[MW�FVSGO$GSPSRMEPPMJIWEPIW�GSQ���

Legal Shield: 
%�4VI�4EMH�0IKEP�7IVZMGI��
'SRXEGX�/EVIR�1G(S[IPP�����
����������
)QEMP��OEVIRQQGHS[IPP$KQEMP�GSQ�

New York Life Insurance: 
3JJIVW�ER�EVVE]�SJ�0MJI�-RWYVERGI�TVSHYGXW��
'SRXEGX��'VEMK�,IPQW�EX�����
�����������

Investments:
American Fidelity Assurance Company: �%�����F
�8E\�7LIPXIVIH�%RRYMX]�%GGSYRX��'SRXEGX��)H�*SVH�EX�����
������������

College Counts:��%�����'SPPIKI�7EZMRKW�4PER�WTSRWSVIH�F]�XLI�WXEXI�SJ�%PEFEQE�[LMGL�MRGPYHIW�
WSQI�XE\�MRGIRXMZIW���'SRXEGX��6MGLEVH�0EQFIVX�EX�����
����������SV�VMGLEVH�PEQFIVX$GSVIFVMHKI½RERGMEP�GSQ���

RSA-1:��%�����8E\�7LIPXIVIH�%RRYMX]�%GGSYRX�SJJIVIH�F]�XLI�8IEGLIVW�6IXMVIQIRX�7]WXIQW�SJ�%PEFEQE����
'SRXEGX������
������������

Corebridge Financial (formally VALIC): �'SVIFVMHKI�SJJIVW�����F
�ERH�����8E\�7LIPXIVIH�%RRYMX]�
%GGSYRXW��&SXL�EGGSYRXW�EVI�TVI�XE\IH�WYTTPIQIRXEP�VIXMVIQIRX�TPERW��'SRXEGX�6MGLEVH�0EQFIVX�EX�����
����������
SV�VMGLEVH�PEQFIVX$GSVIFVMHKI½RERGMEP�GSQ��

ValuTeachers: �:EPY8IEGLIVW�SJJIVW�����F
�ERH�����8E\�7LIPXIVIH�%RRYMX]�%GGSYRXW��'SRXEGX�&VERHSR�,SPQIW�EX�����
����������
SV�FLSPQIW$ZEPYXIEGLIVW�GSQ��

'R�\RX�KDYH�EHQH¼WV�TXHVWLRQV" 
'SRXEGX��&EPH[MR�'SYRX]�4YFPMG�7GLSSPW������,ERH�%ZI����&E]�1MRIXXI��%PEFEQE�������4LSRI������
����������)QEMP��KPERK$FGFI�SVK�
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Employee Leave 

Absences – Except as otherwise authorized by Board policy, employees may be absent from 
work only in the following circumstances: 

¾ Illness, injury or other qualifying reason for sick leave or on‐the‐job injury leave under
state law or the Family Medical Leave Act;

¾ Personal Leave;
¾ Annual Leave;
¾ Professional Leave;
¾ Military Leave;
¾ Court Leave;
¾ Other unpaid leave that is specifically approved by the Board upon showing of

substantial hardship or extraordinary circumstances, and/or unpaid leave allowed
under applicable State or Federal law.

Employees who know in advance that they will be absent from work must notify the Board of the 
expected absence in accordance with procedures specified by the Superintendent or the Board. 
In the event of an emergency or incapacity that makes advance notice impractical, employees 
must notify the Board of their absence as early as possible. 
Employees who have a foreseeable absence of two weeks or longer (more than ten (10) 
workdays) are required to request an official leave of absence for Board consideration. 
Leaves of absence, paid or unpaid, may be requested for up to one year. Leave of 
absence requests shall be approved on a case-by-case basis. No employee, except as 
otherwise provided under applicable law, is guaranteed or entitled to a leave of absence. 
LeaYe of abVence reqXeVWV for medical reaVonV of an emplo\ee or an emplo\ee¶V VpoXVe or 
family member must be supported by medical verification issued by the appropriate health care 
provider and include an expected date of return. The Board may require an employee who has 
Waken leaYe dXe Wo medical reaVonV Wo proYide Whe Board ZiWh a healWhcare proYider¶V 
certification in form acceptable to the Superintendent in order to return to work. 
Employees are not allowed to take unpaid leave at their discretion. Unpaid leave is not 
allowed unless an employee obtains prior approval by the Board and/or unless unpaid leave is 
provided for under applicable State or Federal law. 
Except as otherwise provided or permitted, an employee who is absent from work 
without approved leave will be considered absent without leave in violation of Board 
policy and subject to appropriate disciplinary measures. Employees who are approved for 
paid leave or absences will be paid at the regular daily rate of pay; however, a day of paid leave 
or absence will not be counted as a day worked for the purposes of computing overtime under 
the Fair Labor Standards Act. Leaves or absences not covered by sick, annual, personal, or 
other appropriate form of paid leave will be unpaid. Associated reductions in pay will be 
administered in accordance with payroll procedures. The continuation of benefits during an 
approved absence is subject to the provisions of the particular benefit policy or plan. 
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Paid Sick Leave 

¾ Persons Eligible for Paid Sick Leave ± All regular full-time employees are eligible for paid
sick leave.

¾ Earning and Accumulation of Paid Sick Leave ± All eligible employees earn sick leave
days at the rate provided for by state law. Eligible employees may accumulate sick leave
as provided by state law.

¾ Use of Sick Leave ± Eligible employees may only use paid sick leave for absences
caused by the following:

¾ Personal illness;
¾ Incapacitating personal injury;
¾ AWWendance Xpon an ill member of Whe emplo\ee¶V immediaWe famil\, (defined as a

spouse, parent, child, foster child currently in the care and custody of the
employee, sibling, child currently in the care and custody of the employee for
whom a petition for adoption has been filed, or any person with a close personal
tie);

¾ Death of a family member, including a spouse, parent, child, sibling, mother or
father-in-law, son or daughter-in-law, brother or sister-in-law, nephew or niece,
grandparent, grandchild, aunt or uncle;

¾ Death, injury, or sickness or care of an individual with whom unusually strong
personal ties exist because of a relationship other than those listed above; or

¾ Attendance upon an adopted child, who is three years of age or younger.
¾ Sick leave taken for the purpose of attending to an adopted child may be taken

for a maximum of eight weeks, or 320 consecutive hours.

¾ Certification ±  By taking sick leave, the employee is certifying that the sick leave was
XVed for one of Whe reaVonV proYided in VWaWe laZ. If Whe emplo\ee¶V immediate
supervisor, principal or department head has probable cause to believe that an employee
haV abXVed or miVXVed Vick leaYe, a ph\Vician¶V VWaWemenW Yerif\ing Whe e[iVWence and
nature of the illness or medical condition or documentation verifying a petition for
adoption or a death may be required by the school system. Abuse of sick leave may
subject the employee to disciplinary action. [Reference: ALA. CODE §16-1-18.1 (1975)]

9-MONTH employee will earn August ± April

10-MONTH employees will earn August ± May

11-MONTH employees will earn August ± June

12-MONTH employees will earn July ± June

Sick Leave Bank Guidelines 

Statement of Intent ± The purpose of the Sick Leave Bank (SLB) is to provide a loan of sick 
leave days for contributors to the bank after their accumulated sick leave days have been 
exhausted. 

I. SLB Committee:
¾ The SLB Committee shall consist of five members, one representing the Board of
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Education and four representing the participating members of the SLB. 
¾ Employees will represent BCEA, BCAPE and BESPO.
¾ The Superintendent shall appoint the Board¶s representative on the committee,

subject to Board approval.
¾ At the beginning of each scholastic year, an election shall be held among the SLB

members to determine by secret ballot the four members who are to serve on the
SLB Committee. The term of office shall be one year. The Superintendent shall be
responsible for conducting the election in a fair and equitable manner, ensuring
the confidentiality of the secret balloting process.

¾ Notwithstanding any other provision of law to the contrary, it shall be the exclusive
responsibility of the SLB Committee to establish the guidelines and administrative
procedures of the SLB, including the catastrophic leave provisions of this section. It
shall also be the Committee's duty to establish all necessary forms for the orderly
operation and administration of the SLB and catastrophic leave provisions of this
section. The Committee will submit guidelines and forms to the employees and
Superintendent for approval and use in accounting for the SLB. To ensure the orderly
transfer and acceptance of catastrophic sick leave days from one SLB to another, the
State Board of Education shall provide a uniform state form.

¾ The SLB Committee will elect, by majority vote, a chairperson from among its
representatives at its first annual meeting. Once the Committee has been elected and
formed, the members shall meet at least annually following each enrollment period.
The Committee will also meet as necessary in its discretion.

¾ The guidelines of the SLB as established by the SLB Committee shall be approved by
a secret ballot vote of the participating members of the SLB. The accounting of the SLB
shall be the responsibility of the Board of Education. The respective parties shall fill
vacancies occurring on the Committee. No representative on the Committee shall serve
for a term longer than five years.

¾ Any alleged abuse of the SLB shall be investigated by the Committee and, on finding
of wrongdoing; the violator shall repay all the sick leave credits drawn from the SLB and
be subject to appropriate disciplinary action by the Baldwin County Board of Education.

II. Guidelines for the Baldwin County Board of Education SLB
¾ The SLB shall allow the employees to deposit one day of his or her earned sick leave

into the bank. The day deposited shall be available to be loaned to any participating
member whose sick leave has been exhausted.

¾ Any full-time employee of the Baldwin County Board of Education is eligible to join the
SLB. Participation shall be on a voluntary basis.

¾ The Payroll Department will distribute contribution forms to all eligible employees. To
join the SLB, the full-time employee of the Board shall complete the authorization form
contributing one day to the SLB or committing one day to the SLB.

¾ The contribution or commitment of the sick leave day into the SLB must take place
during a set enrollment period that shall be from Teacher Institute Day through
September 30th or on the date of hire.  Employees who have previously failed or refused
to join the SLB may not join at a later date during the same school year.  Such
employees must wait until the annual open enrollment period to join.

¾ The Payroll Department will maintain accurate records of contributors eligible to
participate in the SLB. The SLB shall be terminated if the participation falls below 25%
of eligible employees.

¾ To be eligible for a loan from the SLB, a participating member must have exhausted all
accumulated sick leave in his/her personal account.  Any sick leave drawn from the
bank by a participating employee shall be used in accordance with the definition of the
sick leave set forth in Section 16-1-18.1 of the Code of Alabama and the Baldwin County
Board of Education policies and procedures.

¾ No employee shall be allowed to owe more than 10 days to the SLB, unless over 50
percent of the members of the bank vote to extend the limit.
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¾ Sick leave days shall be repaid to the SLB monthly as re-earned by the member. Upon
the resignation, retirement or other termination of an employee who has an outstanding
loan of sick leave days, the value of the loan shall be deducted from the final paycheck
at the employee's prevailing rate of pay.

¾ The SLB Committee shall investigate any alleged abuse of the use of the SLB. On the
finding of wrongdoing, the member shall repay all of the sick leave credits drawn from
the SLB and be subject to other appropriate disciplinary action as determined by the
local authority.

¾ Upon retirement or transfer of the SLB member, days on deposit with the SLB shall be
withdrawn and transferred with the employee or made accessible for retirement credit,
as applicable.

¾ Before being eligible to use catastrophic sick leave days, the member of the SLB shall
first borrow and utilize days from the SLB, up to a maximum of 10 days.  However, if
the member later qualifies for catastrophic sick leave, donated catastrophic sick leave
days may be used to repay days owed to the SLB to the credit of the affected member.

Catastrophic Sick Leave ± In accordance with ACT 95-386, which amends Section 16-22-9 
of the Code of Alabama, the Board of Education provides Catastrophic Sick Leave to 
employees who are members of the Sick Leave Bank and who suffer a catastrophic illness. A 
³Catastrophic IllnesV´ iV defined as any illness, injury, or pregnancy or medical condition related 
to childbirth, certified by a licensed physician which causes the employee to be absent from 
work for an extended period of time, i.e. at least 30 consecutive calendar days.   

¾ Employees, at their discretion, may donate a specific number of days to the SLB to
be designated for a specific employee for use against a catastrophic illness as
defined by this section. A donating employee shall not be required to donate a
minimum number of catastrophic days to the SLB. The recipient employee may use
catastrophic sick leave days for himself or herself or for other covered persons as
provided in Section 16-1-18.1.

¾ An employee must be a member of the SLB to donate catastrophic sick leave days.
An employee must be a member of the SLB and must be tenured or non-
probationary in order to receive donated catastrophic sick leave days.

¾ Before sick leave days for a catastrophic illness may be used by a recipient
employee, the recipient employee shall have first exhausted all available sick leave
and personal leave, to include the 10 days borrowed from the Sick Leave Bank and
annual days and compensatory time if applicable.  Donated days shall become
available for use by the particular employee who shall not be required to repay the
days. Any employee who donates sick leave days to the SLB for a particular
employee suffering from a catastrophic illness shall be clearly informed that the
donated days are not to be recovered or returned to the donor. If a particular
employee does not require all of the days donated to the credit of the employee, the
days shall revert to the credit of those employees who donated the days in
accordance with the guidelines adopted by the SLB Committee. No employee may
donate more than 30 sick leave days, exclusive of the provisions of subsection (e),
to the SLB for the catastrophic sick leave of any one employee. An employee that
donates sick leave days must ensure that they leave a minimum of 10 sick leave
days in their account. An employee may be granted a waiver for the 10-day minimum
if they are donating leave due to impending retirement. A SLB is authorized to
donate sick leave days to another SLB for use by a particular employee who is
suffering a catastrophic illness. No limit is established on the number of days a
beneficiary employee may receive from donors.

¾ A recipient employee may use catastrophic sick leave days for himself or herself or
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for other covered persons as provided in Section 16-1-18.1. e.g. Whe emplo\ee¶V 
immediate family (parent, spouse, child, foster child currently in the care and 
custody of the employee, sibling) or an individual with a close personal tie. 

¾ A beneficiary employee may earn regular sick leave while on catastrophic leave
donated by other employees; however, the beneficiary employee must use the day
earned each month as it is earned.

¾ An employee who donates sick leave for catastrophic illness purposes may still
accumulate the maximum number of days allowed by law.

¾ Donated catastrophic sick leave may be used to repay days owed to the sick leave
bank by the recipient employee.

¾ Donated days not used by a beneficiary employee shall revert to employees who
donated the days. (The days should revert on a proportionate basis based on the
number of days donated. After the beneficiary employee returns to work, a period
of 30 days should pass before unused days are returned to donors.)

Procedures for Requesting Catastrophic Sick Leave 
¾ Employee must submit the following completed and signed original forms:

¾ A Catastrophic Sick Leave Request.
¾ A Medical Verification for Catastrophic Illness/Injury completed by employee¶s

physician.
¾ Employee must submit forms to the Payroll Department.
¾ The Payroll Department will immediately submit documents to the Sick Leave Bank

Committee.
¾ The Sick Leave Bank Committee must either approve or disapprove Request for

Catastrophic Sick Leave within 48 hours and notify Payroll Department with a faxed or
emailed decision.

¾ Upon receipt of CommiWWee¶V deciVion, Payroll Department will notify employee of
decision.

¾ If approved, the donating employee and the beneficiary employee must complete and
submit to Payroll Department the transfer authorization form that is provided.

¾ To receive catastrophic sick leave, the beneficiary employee should be away from
his/her duties for a period of 30 consecutive calendar days or provide sufficient
evidence to document that extenuating circumstances warrant exception of this clause.
The SLB Committee will approve or disapprove any requests for a waiver.

On-the-job injury – On-the-job injury includes an accident or injury to an employee that 
occurs in the course of performing job duties for the Board or when the employee is directed 
or requested by the employer to be on the property of employer and which prevents the 
employee from working or returning to the job. Employees who are accidentally injured on the 
job ma\ be approYed for paid ³on-the-job injXr\´ leaYe ZiWhoXW XVing Vick da\V, proYided WhaW: 

¾ The employee submits a signed written account of the accident to the principal or
supervisor within twenty-four (24) hours after the injury occurred. The written
account shall be attested by the principal or supervisor and forwarded immediately
to the SuperinWendenW¶V office or hiV deVignee¶V office. If the injured employee is not
able to notify the Board, another person reasonably knowledgeable about the
emplo\ee¶V condiWion and circXmVWanceV leading Wo Whe injXr\ ma\ proYide Whe
required notification.

¾ The injured employee submits written medical certification from the attending
licensed physician within ten (10) days of the injury, stating that the employee was
injured and was unable to work or cannot return to work due to a specified injury, if
there is a reasonable expectation that the employee will return to work and, if so,
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the expected date of that return. The Board may require a second opinion from a 
Board specified physician, at its expense. 

Upon a determination that the employee has been injured on the job and cannot return to 
Zork, Whe Board ma\ mainWain Whe emplo\ee¶V Valar\ and benefiWV for Whe period of incapaciW\ 
caused by the injury, not to exceed ninety (90) days. An 
employee who is injured on the job may file a request for unreimbursed medical expenses and 
costs with the State Board of Adjustment. The Board will provide such reasonable assistance 
to the employee in filing the Board of Adjustment 
claim as is required by law but assumes and will have no responsibility or liability for 
processing the claim or directly reimbursing the employee any unreimbursed medical 
expenses and costs. On-the-job injury leave will be administered in accordance with and 
subject to the requirements and limitations imposed by state law regarding such leave. The 
Board may require an employee 
who is returning from on-the-job injXr\ leaYe Wo proYide Whe Board ZiWh a healWhcare proYider¶V 
certification in form acceptable to the Superintendent in order to return to work. [Reference: 
Alabama Code Section 16‐1‐18.1 (1975)] 

Personal Leave ± All regular, full time employees are eligible for three (3) noncumulative 
personal leave days each scholastic year without loss of pay. If the School System State 
AccoXnWabiliW\ reporW card grade iV an ³A,´ all 9, 10, and 11-month personnel will earn 2 more 
noncumulative personal leave days in the following contract year (hereinafter referred to as 
³AccoXnWabiliW\ PerVonal LeaYe´). AccoXnWability Personal Leave days shall not compound 
from \ear Wo \ear. All PerVonal leaYe VhoXld noW inWerfere ZiWh Whe VchoolV V\VWemV¶ abiliW\ Wo 
operate in an efficient and effective way. Except in emergency situations, personal leave must 
be reqXeVWed ZiWh Whe emplo\ee¶V principal or VXperYiVor aV far in adYance of Whe reqXeVWed 
date as possible, but no later than five (5) working days prior to the first date of anticipated 
leave. A request for personal leave must be made in accordance with such procedures as may 
be established by the Superintendent, or his or her designee. It is the responsibility of the 
principal or other immediate supervisor to determine whether the provisions set forth below 
are met in granting or denying the request for personal leave.  

The following provisions should apply to personal leave: 
¾ Leave must involve minimum interruption to the educational program or

department. The principal or supervisor will take into consideration the total
number of personnel to be away for any reason and the extent to which
provisions for all teaching assignments and duties can be made.

¾ No employee shall be requested to divulge his or her reasons for requesting
such leave, except that employees may be asked to certify whether such leave is
being taken for reasons covered under the Family Medical Leave Act.

¾ Employees may not take personal leave immediately before or after a holiday or
dXring Whe firVW or laVW WZo ZeekV of Whe VWXdenWV¶ Vchool \ear, e[cepW in
circumstances approved by the immediate supervisor of the employee in
advance.

¾ Employees may not take personal leave on scheduled professional development
days, except in such circumstances approved by the immediate supervisor of the
employee in advance.

¾ Employees should confirm a substitute for their absence if a substitute is
required so as to ensure the efficient and effective operation of the school and/or
to ensure appropriate supervision of students. For all employees in which a
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substitute is required, if a substitute has not been secured, a principal or 
immediate supervisor may deny a request for personal leave.  

¾ For all employees in which a substitute is required, employees must make
adequate preparation for the substitute before departing.

Teachers may choose to be compensated for unused personal leave at the end of the school 
year at the same daily rate of pay used for substitute teachers. For full-time employees 
unused personal leave days will be converted to sick leave days at the end of the school year. 
The Superintendent or his or her designee is hereby authorized to develop procedures and 
forms for implementing this policy. 
[Reference: ALA. CODE §16-8-26 (1975) 

Annual Leave 
¾ Eligible Employees ± Twelve-month full-time employees are eligible for annual leave.

¾ Annual leave Benefits ± Eligible employees will earn annual leave benefits as follows
for each month in which the employee works a minimum of half of the applicable work
days during said month:

Months of Service  Annual Leave Benefits 
Less than 96 months  One (1) day per month 
96 months or more  One and a half (1.5) days per month 

Only consecutive service with the Board will be considered in establishing length of service for 
purposes of determining vacation benefits. 
¾ Accrual and Accumulation of Annual Leave ± Annual leave shall be earned monthly and

must be earned before it can be used. Annual leave days may not be bought, sold, or
donated. Up to forty-five (45) days of annual leave may be accumulated. Days in
excess of forty-five (45) will be converted to sick leave. Accumulated, unused annual
leaYe YacaWion Wime Zill be paid aW Whe emplo\ee¶V dail\ raWe of pa\ Xpon reVignaWion,
retirement, or death.

¾ Scheduling ±Annual leave must be requested and approved in advance by the
emplo\ee¶V principal or VXperYiVor in accordance with such procedures as may be
established by the Superintendent or the Board. The principal or supervisor should take
into consideration whether the request for annual leave, if approved, will interfere with
Whe Vchool V\VWemV¶ abiliW\ Wo operate in an efficient and effective way.

Professional Leave ± The Superintendent is authorized to grant professional leave with pay 
to Board employees to engage in educational activities which, in the judgment of the 
Superintendent, or his or her designee, serve the needs and interests of the school system. 
The number of days approved for such leave will be at the discretion of the Superintendent, or 
his or her designee. A request for professional leave must be made in accordance with such 
procedures as may be established by the Superintendent, or his or her designee. It is the 
responsibility of the principal or other immediate supervisor to determine whether the 
provisions set forth below are met in granting or denying the request for professional leave. 
Professional activities may include, but are not limited to: 

¾ Accompanying students on school approved activities;
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¾ Participation in professional development, conferences, seminars, etc.; and

¾ Attendance at conventions or meetings for professional education associations if
the employee is an officer or delegate.

The following provisions shall apply to professional leave: 
¾ Employees should confirm a substitute for their absence if a substitute is required so as

to ensure the efficient and effective operation of the school and/or to ensure appropriate
supervision of students. For all employees in which a substitute is required, if a
substitute has not been secured, a principal or immediate supervisor may deny a
request for professional leave.

¾ For all employees in which a substitute is required, employees must make adequate
preparation for the substitute before departing.

¾ The Superintendent or his or her designee is hereby authorized to develop procedures
and forms for implementing this policy.

Military Leave ± Military leave is available to all eligible employees in accordance with state 
and federal law. 

Court Leave ± Permanent and full-time employees are entitled to regular compensation while 
performing jury duty (ALA. CODE §12-16-8) or when the employee is summoned under 
subpoena or other legal requirement to testify at trial in a court of law or in an administrative 
proceeding constituted under the statutory authority of the agency conducting the 
proceedings. Paid leave is not authorized for employees to meet with attorneys, to attend 
depositions, or to otherwise prepare for legal proceedings unless the presence of the 
employee is requested or required by the Board. 

Unpaid Education/Study Leave ± Permanent and full-time employees may be permitted an 
unpaid leave of absence for educational or study reasons for up to one year without loss of 
continuing service status upon the specific advance approval of the Board. The following 
terms and conditions will apply to any such request: 

¾ The leave must not unduly disrupt the operation of the Board or school. Such leave
must be taken in semester blocks;

¾ The leave of absence must be for the purpose of receiving additional educational
training or engaging in other activities that will benefit the instructional program and/or
the operation of the school or the Board.  Said leave will not be approved for an
employee who wishes to receive training for a position or job outside of education;

¾ An employee requesting leave should be a tenured employee and have at least five (5)
years of service as an employee of the Board, unless specific circumstances warrant
that it is in the best interest of students to deviate from the five-year service requirement
as approved by the Superintendent or his or her designee; and

¾ Request for such a leave of absence must be made on the leave request form
developed by the Superintendent, with all requested information provided.
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The Board retains the sole discretion to approve the request for such leave and may consider 
the extent of disruption to the Board, benefits to the school system that will be derived as a 
result of the leave, the ability to secure a suitable substitute for the period of leave, length of 
service of the employee requesting leave, and any other factor the Board deems appropriate. 
Except as provided to the contrary by applicable law, the employee shall not be entitled 
to return to the same position held before the commencement of leave and may be 
assigned to a different work location or position upon return from the leave at the 
discretion of the Board. 
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Family Medical Leave Act (FMLA) 

Eligible Employees – The FMLA is applicable to all persons who have been employed for at 
least twelve (12) months and have worked a minimum of 1,250 hours during that twelve (12) 
month period. 

Calculation of 12-month period – The board uses a rolling 12-month period which is measured 
backward from the date an employee uses any FMLA leave. Under the rolling 12-month period, 
each time an employee takes FMLA leave, the remaining leave entitled is the balance of the 12 
weeks which has not been used during the immediately preceding 12 months. 

Medical Leave Provided by the Act – Under the FMLA, eligible employees are entitled to twelve 
(12) weeks of unpaid leave during any twelve (12) month period for one or more of the following
reasons:

¾ The birth and first year care of a newborn child;
¾ The placement of a foster child or adoption;
¾ The care of an immediate family member, defined as a spouse, child or parent, with a

serious health condition;
¾ The taking of medical leave because of the employee¶s own serious health condition.

For the birth, adoption, or foster placement of a child, the entitlement to leave for child care 
expires at the end of the twelve (12) month period beginning on the date of birth, adoption, or 
placement. Leave associated with the illness of a child will only be provided if the child is under 
eighteen (18) years of age or is incapable of self care due to physical or mental disability. 

Serious Health Conditions – The term ³serious health condition´ means an illness, injury, 
impairment, or physical or mental condition that involves the following: 

¾ Any period of incapacity in connection with or following inpatient care in a hospital, hospice,
or residential medical care facility.

¾ Continuing treatment by a health-care provider, to include any period of incapacity due to:
¾ A health condition, including treatment and recovery, lasting more than three (3)

consecutive days, and any subsequent treatment or period of incapacity relating to the
same condition;

¾ Pregnancy or prenatal care;
¾ A chronic, serious health condition which continues over an extended period of time,

requires periodic visits to a health care provider, and may involve episodes of
incapacity (e.g., asthma and diabetes);

¾ A permanent or long-term condition for which treatment may not be effective (e.g.
Alzheimer¶s, severe stroke) and for which supervision of a health-care provider is
required;

¾ Multiple treatments for restorative surgery or for a condition which would likely result
in a period of incapacity of more than three (3) days if not treated.
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Military Family Leave Provided by the Act 

¾ Qualifying Exigency Leave – Under the FMLA, an eligible employee with a spouse, child,
or parent on active duty or call to active duty status in the National Guard or Reserves in
support of a contingency operation may utilize the twelve (12)   week medical leave
entitlement to address qualifying exigencies resulting from that service.

¾ Military Caregiver Leave – An eligible employee, who is the spouse, child,  parent, or
next of kin of a covered service member, is entitled to take up to twenty-six (26) weeks
(including any medical leave provided by the Act) of unpaid leave during any twelve (12)
month period (beginning the first day of the leave) to care for an individual covered service
member with a serious injury or illness incurred in the line of duty while on active duty
that may render the service member medically unfit to perform the duties of the
member¶s office, grade, rank, or rating.  A covered service member is a member of the
Armed Forces, including the National Guard and Reserves, who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on
the temporary disability retired list, for a serious injury or illness incurred in the line of
duty on active duty.

Spouse Employed by the Board – Spouses who are both employed by the Board are limited to a 
combined total of twelve (12) weeks of family leave for the birth and care of a newborn child, for 
the placement of a child for adoption or foster care, for the care of a parent who has a serious 
health condition, and for qualifying exigency leave. Spouses who are both employed by the Board 
are limited to a combined total of twenty-six (26) weeks for military caregiver leave. 

Intermittent Leave – An employee may take leave intermittently or on a reduced leave schedule 
only when medically necessary to care for a spouse, parent, or child or to receive planned medical 
treatment. Intermittent leave should be scheduled to 
the extent practicable so as not to unduly disrupt the operations of the Board. Intermittent leave 
may be further limited for teachers in accordance with federal law. 

Use of Vacation and Sick Leave – If an employee has available sick leave, annual leave or other 
applicable paid leave, the employee must utilize those forms of leave before taking unpaid leave 
under the FMLA. In that instance, the paid leave and the FMLA leave will run concurrently and the 
employee¶s twelve (12) weeks of unpaid FMLA leave will be reduced by the paid leave utilized, as 
long as the need for such leave results from one or more of the qualifying reasons under the 
FMLA 

Notice – Employees seeking leave under the FMLA must provide thirty (30) days advance notice 
of the need to take leave when the need is foreseeable. When the need for leave is 
unforeseeable, employees should notify their supervisors as soon as possible. Employees must 
also provide notice of the need for qualifying exigency leave as soon as practicable. 

Certification for Medical or Military Caregiver Leave – Every request for FMLA leave based 
upon the serious health condition of the employee or employee¶s spouse, children, or parents, or 
leave as a military caregiver must be supported by medical certification issued by the appropriate 
health care provider on forms provided by the Board. 

For leave based on a serious health condition of the employee or employee¶s spouse, child, or 
parent, the Board reserves the right to obtain a second opinion from an independent health-care 
provider designated by the Board. If the opinion received by the employee and the second opinion 
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conflict, the Board and the employee must agree on a third provider to issue a binding opinion. 
Both the second and third opinions (if necessary) will be at the expense of the Board. 

Certification for Qualifying Exigency Leave – Certification will be required by the Board for 
requests for qualifying exigency leave. Certification must be timely submitted on forms available 
from the Board. For the first such request, certification may include a copy of the military service 
member¶s duty orders or other military documentation. 

Return to Work – The Board may require an employee who has taken leave due to the 
employee¶s own serious medical condition to provide the Board with a healthcare provider¶s 
certification in order to return to work. Any employee who takes leave under these provisions will 
be entitled to be restored to the original position held when the leave commenced or to an 
equivalent position with equivalent benefits, pay, and other terms and conditions of employment. 

Maintenance of Benefits – Benefits accrued by the employee before leave is taken are not lost 
when approved FMLA leave is taken. Employees who are on approved FMLA leave will remain 
eligible to participate in benefit programs in which the employee was enrolled at the time of the 
leave, provided that the employee will continue to be responsible for payment of employee¶s 
portion of any cost, premium, or like payment that is required to maintain eligibility for the 
coverage or benefit. An employee that does not return to work after FMLA leave, will be required 
to reimburse the Board for the cost of benefits coverage extended to the employee during the 
leave, unless the reason for the employee¶s failure to return to work is (i) a continuing serious 
health condition suffered by either the employee or a family member, or (ii) other circumstances 
beyond the employee¶s control. 

Instructional Employees – Medical leave taken by eligible instructional employees is subject to 
further limitations and provisions established by the FMLA. The Superintendent or his designee is 
authorized to develop additional information and guidelines concerning Instructional Employees. 
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Public Education Employees¶ Health 
Insurance Plan (PEEHIP) 

Premium Rates - Full‐time Active Members: 

Blue Cross/Blue Shield:   VIVA Health Plan-HMO: 

*As of October 2015, the covered employee and/or spouse will incur a $50 monthly tobacco
surcharge per user.

Southland Supplemental Insurance Coverage: 
Cancer 38.00/Month* 
Dental Family 50.00/Month 
Dental Single 38.00/Month 
Hospital Indemnity 38.00/Month* 
Vision 38.00/Month* 

*Single or Family Coverage

Flexible Spending Account ± A Flexible Spending Account provides employees with valuable 
benefits and tax savings. Benefits under an eligible plan may include reimbursement of 
dependent care expenses and medical expenses such as co‐pays and deductibles. The Open 
Enrollment deadline for PEEHIP Flexible Spending Accounts is September 30th, for an effective 
date of October 1st. The deduction is withheld from the October payroll check. All deductions are 
processed over a twelve (12) month period. 

Open Enrollment ± For all active employees the Open Enrollment period begins July 1 and ends 
August 31 for paper changes. All online Open Enrollment changes are to be submitted to 
PEEHIP by midnight on September 10. Open Enrollment changes are effective October 1. 
Eligible active members are mailed an Open Enrollment notice to their home address directly 
from PEEHIP. 

New Employees ± New employees may elect to enroll with PEEHIP effective their date of 
employment, the first day of the month following employment, or October 1. For the Health 
Insurance and Optional Enrollment Application for online enrollment visit: https://mso.rsa‐ al.gov/. 
Enrollment must be completed within 30 days of Whe emplo\ee¶s start date. If the form or online 
enrollment is not completed within the 30 day period the employee will be allowed to enroll in 
Single Hospital Medical coverage effective the date the form is completed. 

Basic Major Medical         Major Medical, Vision, Dental 
No Referrals       HMO 
Individual: $30        Individual: $30 
Individual plus non-spouse dependents: $207         Individual plus non-spouse dependents: $207 
Individual plus spouse only: $282*       Individual plus spouse only: $282* 
Individual plus spouse plus other dependents: $307*        Individual plus spouse plus other dependents: $307* 
Tobacco Surcharge: $50*      Tobacco Surcharge: $50* 
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Allocations ± An active employee receives the State insurance allocation each month on basis 
of the employee working at least half the working days of each month. Allocations are earned in 
the actual month worked. To be eligible for a full allocation classified employees must work at 
least twenty (20) hours per week (excluding bus drivers who are full‐time by law). Certified 
employees must work full‐time to earn full allocation. 

Leave  ±  If an employee has accrued leave available including sick, personal, annual, sick leave 
bank or donated catastrophic leave to cover at least half the working days of the month, the 
employee will receive allocation for that month. 

3‐1 Rule ± A member earns one month of additional insurance allocation for every three (3) 
months the employee is in active pay status at least one‐half of the workdays in the month for 
that school year. The 3‐1 Rule only applies when an employee has terminated employment, 
retires, is not in pay status at least one‐half of the work days in that month, goes on an approved 
leave of absence without pay, or begins employment in the middle of the year. 
¾ The 3‐1 Rule is applied using an August through August year.
¾ Extra allocations earned by a member must be applied to insurance premiums immediately

after the member is separated from employment.
¾ The member cannot pick and choose the months to use allocation.
¾ An employee must be in active pay status at least one‐half of the available workdays for

three full months to earn an extra one month of an insurance allocation.
¾ An employee can only use the earned allocation credit for the current fiscal year, i.e., the

allocation credit cannot be used after August 31st.
¾ The 3‐1 Rule is handled in the same manner for all employees regardless of whether they

are paid on a 9, 10, 11, or 12 month basis.

The table below should be used when calculating the number of months an employee is entitled to 
receive the insurance allocation: 

Actual Service 
(In Months) 

Earned 
Allocations(s) 

1 1 
2 2 
3 4 
4 5 
5 6 
6 8 
7 9 
8 10 
9 12 

10 12 
11 12 
12 12 

Terminated Employees ± The system is not required to pay the September allocation for an 
employee terminating the end of May when the employee has worked September through May. 
These employees have earned the insurance allocation through August and should not be given 
credit for September insurance allocation. 
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Family Medical Leave Act (FMLA) 
The 3‐1 Rule applies even when a member is granted leave under the Family Leave Act. If the 
employee earns additional allocation under the 3‐1 Rule prior to going on leave under FMLA, the 
extra allocations are applied to the months following said leave. 

Death ±  Extra insurance allocations earned under 3‐1 Rule can only be used by the employee 
and cannot be used by the employee¶s family in the event of the employee¶s death. 

Wellness Premium Waiver ± The following members enrolled in the PEEHIP Hospital Medical 
Group #14000 Plan administered by Blue Cross Blue Shield are required to complete the 
applicable wellness activities by August 31 of each year in order to earn a waiver of the $50 
monthly wellness premium.  
¾ Members currently employed by a PEEHIP participating system and their covered

spouse, regardless of Medicare eligibility
¾ A retired employee who is not Medicare-eligible
¾ A non-Medicare-eligible spouse covered on a retiree contract
¾ Members on COBRA, Leave of Absence and surviving spouses who are non-Medicare-

eligible

If all required activities are not completed by the August 31 deadline, the $50 monthly wellness 
premium will be charged beginning October 1. Members and spouses who complete all required 
activities after the annual August 31 deadline may earn a wellness premium waiver prospectively. 
The waiver will be applied on the first day of the second month after the member and/or spouse 
successfully completes all required activities.  

The wellness premium applies separately to covered members and their covered spouses. 
Covered members and their covered spouses can each earn the wellness premium waiver of $50 
for a potential combined wellness premium waiver of $100 each month. The wellness premium is 
applied to the monthly PEEHIP premium beginning each October 1 for members and spouses 
who do not complete all of the required wellness activities by the annual August 31 deadline. 

Third Party Vendors 

Open Enrollment ± Open Enrollment for Third Party Vendors begins September 1 and ends 
October 31. All vendors with an approved payroll slot may conduct open enrollment for sheltered 
and unsheltered items during this time. All changes are due to Payroll by October 31 for 
processing. The deductions for sheltered and unsheltered items will be withheld from the 
November check(s) with effective coverage December 1. The only policies that may be cancelled 
outside of the Open Enrollment Period are unsheltered policies such as life insurance and 
disability. In the event of a cancellation Payroll/Benefits requires something in writing from the 
employee in order to cancel policies.  
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EdXcaWRU CRdH RI EWKLcV 

SWaWHPHQW RI PXUSRVH 

The Baldwin County Board of Education endorses the acceptance and use of 
professional standards as a means to shape or mold the conduct of its teachers and 
other certificated staff. These rules establish and uphold standards of professional 
conduct for licensed professional educators throughout the state. Any willful breach 
of these professional standards may result in disciplinary action. 

AOabaPa EdXcaWRU CRdH RI EWKLcV 

IQWURdXcWLRQ 

The primary goal of every educator in the state of Alabama must, at all times, be to 
provide an environment in which all students can learn. In order to accomplish that goal, 
educators must value the worth and dignity of every person, must have a devotion to 
excellence in all matters, must actively support the pursuit of knowledge, and must fully 
participate in the nurturance of a democratic citizenry. To do so requires an adherence 
to a high ethical standard. 

The Alabama Educator Code of Ethics defines the professional behavior of educators 
in Alabama and services as a guide to ethical conduct.  The code protects the health, 
safety and general welfare of students and educators; outlines objective standards of 
conduct for professional educators; and clearly defines actions of an unethical nature for 
which disciplinary sanctions are justified. 

CRdH RI EWKLcV SWaQdaUdV 

SWaQdaUd 1: PURIHVVLRQaO CRQdXcW 

An educator should demonstrate conduct that follows generally recognized 
professional standards.  

Ethical conduct includes, but is not limited to, the following: 

¾ Encouraging and supporting colleagues in the development and maintenance
of high standards.

¾ Respecting fellow educators and participating in the development of a
professional and supportive teaching environment.

¾ Engaging in a variety of individual and collaborative learning experiences
essential to developing professionally in order to promote student learning.
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Unethical conduct is any conduct that impairs the certificate holder's ability to function 
in his or her employment position or a pattern of behavior that is detrimental to the 
health, welfare, discipline, or morals of students. Unethical conduct includes, but is 
not limited to, the following: 

¾ Harassment of colleagues
¾ Misuse or mismanagement of tests or test materials
¾ Inappropriate language on school grounds
¾ Physical altercations
¾ Failure to provide appropriate supervision of students

SWaQdaUd 2: TUXVWZRUWKLQHVV 

An educator should exemplify honesty and integrity in the course of professional 
practice. 

Ethical conduct includes, but is not limited to, the following: 

¾ Properly representing the facts concerning an educational matter in direct or
indirect public expression.

¾ Advocating for fair and equitable opportunities for all children.
¾ Embodying for students the characteristics of intellectual honesty, diplomacy,

tact, and fairness.

Unethical conduct includes, but is not limited to, the following: 

¾ Falsifying, misrepresenting, omitting, or erroneously reporting professional
qualifications, criminal record, or employment history when applying for
employment or certification.

¾ Falsifying, misrepresenting, omitting, or erroneously reporting information
submitted to federal, state, and/or other governmental agencies

¾ Falsifying, misrepresenting, omitting, or erroneously reporting information
regarding the evaluation od students and/or personnel.

¾ Falsifying, misrepresenting, omitting, or erroneously reporting reasons for
absences or leaves.

¾ Falsifying, misrepresenting, omitting, or erroneously reporting information
submitted in the course of an official inquiry or investigation.

SWaQdaUd 3: UQOaZIXO AcWV 

An educator should abide by federal, state and local laws and statutes. 

Unethical conduct includes, but is not limited to, the following: 

¾ The commission or conviction of a felony or of any crime involving moral
turpitude.
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As used herein, conviction includes a finding or verdict of guilty, or a plea of nolo 
conWendere, regardless of whether an appeal of the conviction has been sought or a 
situation where first offender treatment without adjudication of guilt pursuant to the 
charge was granted. 

SWaQdaUd 4: THacKHU/SWXdHQW RHOaWLRQVKLS 

An educator should always maintain a professional relationship with all students, both in 
and outside the classroom. 

Ethical conduct includes, but is not limited to, the following: 

¾ Fulfilling the roles of trusted confidante, mentor, and advocate for students¶
growth.

¾ Nurturing the intellectual, physical, emotional, social, and civic potential of all
students.

¾ Providing an environment that does not needlessly expose students to
unnecessary embarrassment or disparagement.

¾ Creating, supporting, and maintaining a challenging learning environment for all
students.

Unethical conduct includes, but in not limited to, the following: 

¾ Committing any act of child abuse, including physical or verbal abuse.
¾ Committing any act of cruelty to children or any act of child endangerment.
¾ Committing or soliciting any unlawful sexual act.
¾ Engaging in harassing behavior on the basis of race, gender, national origin,

religion, or disability.
¾ Soliciting, encouraging, or consummating an inappropriate written, verbal, or

physical relationship with a student.
¾ Furnishing tobacco, alcohol, or illegal/unauthorized drugs to any student or

allowing a student to consume alcohol or illegal/unauthorized drugs.

SWaQdaUd 5: AOcRKRO, DUXJ aQd TRbaccR UVH RU PRVVHVVLRQ: 

An educator should refrain from the use of alcohol and/or tobacco during the course 
of professional practice and should never use illegal or unauthorized drugs. 

Ethical conduct includes, but is not limited to, the following: 

¾ Factually representing the dangers of alcohol, tobacco and illegal drugs and
abuse to students during the course of professional practice.

Unethical conduct includes, but is not limited to, the following: 

¾ Being under the influence of, possessing, using, or consuming illegal or
unauthorized drugs.

¾ Being on school premises or at a school‐related activity involving students while
documented as being under the influence of, possessing, or consuming alcoholic
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beverages or using tobacco.  A school‐related activity includes, but is not limited 
to, any activity that is sponsored by a school or a school system or any activity 
designed to enhance the school curriculum such as club trips, etc., where 
students are involved. 

SWaQdaUd 6: PXbOLc FXQdV aQd PURSHUW\ 

An educator entrusted with public funds and property should honor that trust 
with a high level of honesty, accuracy, and responsibility. 

Ethical conduct includes, but is not limited to, the following: 

¾ Maximizing the positive effect of school funds through judicious use of said
funds.

¾ Modeling for students and colleagues the responsible use of public property.

Unethical conduct includes, but in not limited to, the following: 

¾ Misusing public or school‐related funds.
¾ Failing to account for funds collected from students or parents.
¾ Submitting fraudulent request for reimbursement of expense or for pay.
¾ Co‐mingling public or school‐related funds with personal funds or checking

accounts.
¾ Using school property without the approval of the local board of

education/governing body.

SWaQdaUd 7: RHPXQHUaWLYH CRQdXcW 

An educator should maintain integrity with students, colleagues, parents, patrons, or 
businesses when accepting gifts, gratuities, favors, and additional compensation. 

Ethical conduct includes, but is not limited to, the following: 

¾ Insuring that institutional privileges are not used for personal gain.
¾ Insuring that school policies or procedures are not impacted by gifts or gratuities

from any person or organization.

Unethical conduct includes, but is not limited to, the following: 

¾ Soliciting students or parents of students to purchase equipment, supplies, or
services from the educator or to participate in activities that financially benefit the
educator unless approved by the local governing body.

¾ Accepting gifts from vendors or potential vendors for personal use or gain where
there appears to be a conflict of interest.

¾ Tutoring students assigned to the educator for remuneration unless approved by
the local board of education.
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SWaQdaUd 8: MaLQWHQaQcH RI CRQILdHQWLaOLW\ 

An educator should comply with state and federal laws and local school board 
policies relating to confidentiality of student and personnel records, standardized test 
material, and other information covered by confidentiality agreements. 

Ethical conduct includes, but is not limited to, the following: 

¾ Keeping in confidence information about students that has been obtained in the
course of professional service unless disclosure serves professional purposes or
is required by law.

¾ Maintaining diligently the security of standardized test supplies and resources.

Unethical conduct includes, but is not limited to, the following: 

¾ Sharing confidential information concerning student academic and disciplinary
records, health and medical information, family status/income and
assessment/testing results unless disclosure is required or permitted by law.

¾ Violating confidentiality agreements related to standardized testing including
copying or teaching identified test items, publishing or distributing test items or
answers, discussing test items, and violating local school system or state
directions for the use of tests or test items.

¾ Violating other confidentiality agreements required by state or local policy.

SWaQdaUd 9: AbaQdRQPHQW RI CRQWUacW 

An educator should fulfill all of the terms and obligations detailed in the 
contract with the local board of education or educational agency for the 
duration of the contract. 

Unethical conduct includes, but is not limited to, the following: 

¾ Abandoning the contract for professional services without prior release from the
contract by the employer;

¾ Refusing to perform services required by the contract.

RHSRUWLQJ 

Educators are required to report a breach or one or more of the Standards in the 
Alabama Educator Code of Ethics as soon as possible, but no later than sixty (60) 
days from the date the educator became aware of their local school board policies 
and procedures and/or chain of command for reporting unethical conduct.  
Complaints filed with the local or state school boards with the State Department of 
Education Teacher Certification Section, must be filed in writing and must include the 
original signature of the complainant. 
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AOabaPa AdPLQLVWUaWLYH CRdH 290-3-2-.05 

¾ 5-c Each Superintendent shall submit to the State Superintendent of
Education within ten calendar days of the decision, the name and social
security number of each employee holding an Alabama certificate or license
who is terminated, or non- renewed, resigns, or is placed on administrative
leave for cause, and shall indicate the reason for such action.

DLVcLSOLQaU\ AcWLRQ 

Disciplinary action shall be defined as the issuance of a reprimand or warning or the 
suspension, revocation, or denial of certificates.  “Certificate´ refers to any teaching, 
service, or leadership certificate issued by the authority of the Alabama State 
Department of Education. 

AOabaPa AdPLQLVWUaWLYH CRdH 290-3-.05 

Authority of the State Superintendent of Education 

¾ The Superintendent shall have the authority under existing legal standards to:
¾ Revoke any certificate held by a person who has been proven guilty of

immoral conduct or unbecoming or indecent behavior in Alabama or any
other state or nation in accordance with Ala. Code §16‐23‐5 (1975)

¾ Refuse to issue a certificate to an applicant whose certificate has been
subject to adverse action by another state until after the adverse action
has been resolved by that state.

¾ Suspend or revoke an individual¶s certificate issued by the
Superintendent when a certificate or license issued by another state is
subject to adverse action.

¾ Refuse to issue, suspend or recall a certificate for just cause.

Any of the following grounds shall also be considered cause for disciplinary action: 

¾ Unethical conduct as outlined in the Alabama Educator Code of Ethics,
Standards 1‐9.

¾ Order from a court of competent jurisdiction.
¾ Violation of any other laws or rules applicable to the profession.
¾ Any other good and sufficient cause.

An individual whose certificate has been revoked, denied, or suspended may not be 
employed as an educator, paraprofessional, aide, or substitute teacher during the 
period of his or her revocation, suspension, or denial. 
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Employee Qualifications and Duties 

General Requirements ± Employees have a duty to perform their jobs responsibly and in a 
conscientious manner. In addition to any specific job requirements set forth in job descriptions or 
elsewhere, employees are expected to meet the following general performance and service 
standards:  

¾ Employees are required to be punctual and to attend work regularly.

¾ Employees are required to perform the duties and responsibilities that are assigned to them
by the Board, the Superintendent, or their supervisor(s). Such duties and assignments may
extend beyond or outside the instructional day and may include off-campus functions, events,
and activities.

¾ Employees are expected to treat all students, co-employees, visitors, and guests of the Board
with respect. Employees are expected to demonstrate moderation, restraint, and civility in
their dealings with others and, in general, to serve as appropriate role models for students in
their behavior and demeanor.

¾ Employees are required to obey all laws, ordinances, Board policies, and supervisory
directives, and are expected to follow the Alabama Educator Code of Ethics and other
pertinent authority while carrying out duties for the Board.

¾ Employees whose duties include the instruction or supervision of students must provide
effective supervision, discipline, organization, and instruction of the students.

¾ Employees must complete and submit required reports accurately and in a timely fashion.

¾ Employees must respect, protect, and exercise due care in the handling, use, and operation of
Board property and equipment.

¾ EmSlo\eeV Vhall aW all WimeV mainWain aSSUoSUiaWe, ³SUofeVVional´ diVWance fUom VWXdenWV and
shall not engage in conduct (including communication of any kind) that constitutes, solicits, or
suggests inappropriately familiar interaction with students.

¾ Employees are required to report to work or to school functions in attire that is appropriate to
their positions and the nature of the function and that is in keeping with generally accepted
standards of decorum and professionalism. Service and other employees who are issued
uniforms shall wear uniforms when required.

¾ Employees shall promptly disclose to the Board any fact that would disqualify them from
employment or that renders them unable to perform their essential job functions.

Work Attendance an Essential Job Function ± Punctual, regular attendance is an essential job 
function of every job and position, and employees are expected to report to work when scheduled to 
work and to remain at work each working day. 
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Work Schedules 

Teachers ± Supervisory and instructional duties of teachers commence a minimum of fifteen (15) 
minutes prior to the actual start of the school day for students and conclude fifteen (15) minutes after 
the class day ends for students. Except as may otherwise be provided or required by the Board, the 
minimum instructional day for teachers is seven (7) hours. Assignments and duties may extend 
beyond the instructional day and may include but are not limited to off-campus functions, events, and 
activities; conferences and meetings with parents; supervision of student arrival and departure; 
preparation for the following instructional day; supervision of cocurricular activities; or other non-
teaching responsibilities that are considered necessary or desirable to the proper functioning of the 
school program. Teachers will be provided a minimum of thirty (30) minutes free of instructional and 
supervisory responsibilities each instructional day.  

Support Personnel ± The Superintendent, or his or her designee, is authorized to establish work 
schedules, including minimum work times, for support personnel. 

Professional Development 

The Superintendent will develop and implement an ongoing program of professional training and 
development that is designed to enhance the competencies of professional and support staff. 
Employee attendance and participation in such training institutes, workshops, seminars, and 
programs may be made mandatory by the Superintendent. The unexcused failure of an employee to 
attend or participate in such professional development activities may constitute grounds for 
termination of employment or other disciplinary action. 

Voluntary Transfer 

The Baldwin County Board of Education will allow personnel to apply for any advertised position for 
which they possess the qualifications and/or applicable certification. Voluntary transfers shall be 
processed so that the needs of the instructional program and the qualifications of personnel shall be 
determining factors. Every effort shall be made to employ the most qualified personnel.  

Outside Employment 

Employees may only engage in outside employment under the following terms and conditions: 

¾ Employees will not engage in outside business activities or render any service for another
employer during such time as duties and responsibilities have been assigned by the Board;

¾ Employees will not accept outside employment that would interfere with or impair the ability of
the employee to perform duties as a Board employee effectively;

¾ EmSlo\eeV ma\ noW acceSW ZoUk WhaW coXld comSUomiVe Whe emSlo\ee¶V indeSendenW
judgment in the exercise of duties for the Board;

¾ Employees may not use or disclose confidential information acquired through Board
employment for their personal gain or for the benefit of a third party.
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Political Activity 

Board employees may participate in political activities to the full extent permitted by the United States 
Constitution and federal and state laws securing the right to engage in such activities, subject to the 
following restrictions:  

¾ Employees may not appropriate Board property or resources for use in political campaigns,
and may not engage in political activities (including but not limited to the distribution of
campaign material or literature) during regular school or duty hours or at Board sponsored or
sanctioned events, functions, or at activities at which the employee is on duty or assigned
official responsibilities;

¾ Employees may not represent their political beliefs or positions on political matters to be those
of the Board or other Board officials, may not represent political beliefs or positions on political
matters as part of official school activities, including instruction, unless expressly authorized
pursuant to the Board approved curriculum, or to falsely assert or imply that their political
activities or positions are endorsed by or undertaken in the name of the Board or other Board
officials;

¾ In order to avoid disruption to the classroom and the school, employees may not wear or
display political buttons, clothing, or banners during regular school or duty hours or at Board
sponsored or sanctioned events, functions, or at activities at which the employee is on duty or
assigned official responsibilities;

¾ In order to avoid obstructing the parking lot or otherwise disrupting school activities,
employees may not place large signs or billboards in or on personal vehicles in the school
parking lot;

¾ Candidates and representatives of candidates for political office may not invite or allow
announced candidates for political office to address student groups except when (1) such
candidates are participating in a forum or like format that is designed to provide all candidates
the opportunity to participate; or (2) the candidate is a current public official invited to address
student groups for non-campaign related purposes. Such forums may be conducted only for
appropriate age groups, and with the advance approval of the school principal and the
Superintendent; and

¾ Political signs may not be placed on schools or school board property. Campaign literature
and other material may not be distributed on Board property during the regular school or work
day, and may not be distributed at school or Board sponsored events or activities in a manner
that impedes the normal and safe movement of pedestrian or vehicular traffic, that creates any
other safety hazard or risk, or that disturbs or disrupts the function, activity, or event.

Employee Conflicts of Interest 

Employees may not use their offices or positions for personal gain and must adhere to applicable 
provisions of the Alabama Ethics Law. 

Employee Gifts 

Employees may accept gifts from students or other members of the public if the gifts are in 
accordance with the Alabama Ethics law or other pertinent state laws.  
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Employees may accept gifts or gift cards as an award and so long as the employee has not solicited 
and/or accepted such gift in return for any favor and/or action by the employee. Employees may 
accept gift or gift cards purchased from pooled donations within a class, team, or other school 
oUgani]aWion foU Whe emSlo\ee¶V SeUVonal XVe SUoYided WhaW Whe amoXnW WhaW each SeUVon giYeV doeV 
not exceed twenty-five dollars ($25.00) and that the contribution to the pool does not result in the 
donoU¶V e[ceeding Whe aggregate amount of allowable gifts for that year. 

This policy is intended to be compliant with the provisions of the Alabama Ethics Law. Nothing in this 
policy should be construed to create restrictions on gifts beyond those that are specifically provided 
for by law or to allow conduct specifically prohibited by law. To the extent that the Alabama Ethics 
Law is amended or the Ethics Commission issues additional guidance that may be in conflict with 
this policy, employees are expected to comply with applicable law and Ethics Commission advisory 
opinions.  

[Reference: ALA. CODE §36-25-1, et seq.; Alabama Ethics Opinion 2011-12 & 2016-34] 
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Alabama Ethics Law: Guidelines for Public 
Employees 

These guidelines merely provide an overview of the law and, in no way, are intended to be a 
comprehensive review of the Ethics Law. 
A Public Employee is: 
³AQ\ SeUVRQ ePSOR\ed aW Whe VWaWe, county, or municipal level of government or their 
instrumentalities. 

Personal Use of Office 
Section 36-25-5(a) states: 
"No public official or public employee shall use or cause to be used his or her official position or office 
to obtain personal gain for himself or herself, or family member of the public employee or family member 
of the public official, or any business with which the person is associated unless the use and gain are 
otherwise specifically authorized by law. Personal gain is achieved when the public official, public 
employee, or a family member thereof receives, obtains, exerts control over, or otherwise converts to 
SeUVRQaO XVe Whe RbjecW cRQVWiWXWiQg VXch SeUVRQaO gaiQ.´ 
Section 36-25-5(c) states: 
"No public official or public employee shall use or cause to be used equipment, facilities, time, materials, 
human labor, or other public property under his or her discretion or control for the private benefit or 
business benefit of the public official, public employee, any other person, or principal campaign 
committee as defined in Section 17-5-2, which would materially affect his or her financial interest, except 
as otherwise provided by law or as provided pursuant to a lawful employment agreement regulated by 
agency policy." 
Section 36-25-5(e) states: 
"No public official or public employee shall, other than in the ordinary course of business, solicit a thing 
of value from a subordinate or person or business with whom he or she directly inspects, regulates, 
or supervises in his or her official capacity." 

Solicitation by Official or Employee 
Section 36-25-7(b) states: 
"No public official or public employee shall solicit or receive anything for himself or herself or for a 
family member of the public employee or family member of the public official for the purpose of 
corruptly influencing official action, regardless of whether or not the thing solicited or received is a thing 
of value." 

Confidential Information 
Section 36-25-8 states: 
"No public official, public employee, former public official or former public employee, for a period 
consistent with the statute of limitations as contained in this chapter, shall use or disclose confidential 
information gained in the course of or by reason of his or her position or employment in any way that 
could result in financial gain other than his or her regular salary as such public official or public 
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employee for himself or herself, a family member of the public employee or family member of the public 
official, or for any other person or business." 
Don¶ts 
¾ DRQ¶W ... XVe \RXU RfficiaO SRViWiRQ WR RbWain personal gain for yourself or family member or any

business with which you are associated. Section 36-25-5(a)
¾ DRQ¶W ... XVe RU caXVe Whe XVe Rf eTXiSPeQW, faciOiWieV, WiPe, PaWeUiaOV, hXPaQ OabRU, or other public

property under your discretion or control for the private benefit or business benefit of you, any
other person, or principal campaign committee  (defined  in  section  17-5-2),  which  would
materially  affect  your financial interest. Section 36-25-5(c)

¾ DRQ¶W ... VROiciW a "WhiQg Rf YaOXe" fURP a subordinate or person or business with whom you directly
inspect, regulate, or supervise in your official capacity other than in the ordinary course of business.
Section 36-25-5(e)

¾ DRQ¶W ... VROiciW RU UeceiYe aQ\WhiQg fRU \RXUVeOf RU a faPiO\ PePbeU fRU Whe SXUSRVe Rf cRUUXSWO\
influencing official action. Section 36-25-7(b)

¾ DRQ¶W ... XVe RU diVcORVe cRQfideQtial information gained in the course of or by reason of your
position in any way that could result in financial gain, other than your regular salary, for
yourself, a member of your family, or any other person or business. Section 36-25-8

¾ DRQ¶W ... \ou, a member of your household, or a business with which you are associated, enter into
any contract to provide goods or services which is to be paid in whole or in part out of state,
county, or municipal funds, unless the contract complies with Alabama competitive bidding laws
and a copy of the contract is filed with the Ethics Commission within 10 days after the contract
has been entered into. Section 36-25-11
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Safe Schools Policy (Drugs, Alcohol, 
Tobacco, and Weapons) 

Prohibition on the Possession of Firearms – The possession of a firearm in a school building, on 
school grounds, on Board property, on school buses, or at school-sponsored functions is prohibited 
except for authorized law enforcement personnel and as provided by law. For purposes of this 
policy, the term “firearm´ has the same definition as is found in 18 U.S.C §921.  

¾ Penalties for violations – In addition to any criminal penalties that may be imposed, the following
penalties will be imposed for unauthorized possession of firearms:

¾ Students – Students will be expelled for a period of one year. The expulsion requirement
may be modified in writing by the Board upon recommendation of the Superintendent on a
case-by-case basis. Students who are expelled for firearm possession may not attend
regular school classes, but may be permitted to attend alternative schools or education
programs established by the Board. Discipline of students with disabilities who violate the
firearm possession policy will be determined on a case-by-case basis in accordance with
federal and state law. Parents of students who violate this policy will also be notified by the
principal of violations.

¾ Employees – Employees will be subject to adverse personnel action, which may include
termination.

¾ Other Persons – Other persons may be denied re-entry to school property.

¾ Notification of Law Enforcement – The appropriate law enforcement authority, which may include
the city police, county sheriff, and the local district attorney, will be notified by the principal of
violations of this policy.

[Reference: ALA. CODE §16-1-24.1, 24.3 (1975); Ala. Admin. Code 290-3-1-.02; Federal Gun Free Schools Act, 20 
U.S.C. 7151; Federal Gun Free School Zone Act of 1995 (18 U.S.C. §922(q)] 

Prohibition on the Possession of Weapons – The possession of a deadly weapon or dangerous 
instrument in a school building, on school grounds, on school property, on school buses, or at 
school-sponsored functions is prohibited except for authorized law enforcement personnel. For 
purposes of this policy, the terms “deadly weapon´ and “dangerous instruments´ include but are not 
limited to explosives, incendiary devices, projectiles, knives with a blade length of more than two (2) 
inches, archery equipment, devices designed to expel projectiles at a high rate of speed, any 
device so classified under state or federal law, and any device either used or intended to be used in 
such manner as to inflict bodily harm, provided that the terms “deadly weapon´ and “dangerous 
instruments´ will exclude, to the extent permitted by law, devices and equipment that are used for 
the purpose of and in connection with school or Board sanctioned educational, team, or competitive 
activities.  

¾ Penalties for Violations – In addition to any criminal penalties that may be imposed, the following
penalties will be imposed for unauthorized possession of deadly weapons or dangerous
instruments:

¾ Students – Students will be disciplined in accordance with the Board¶s Student Code of
Conduct.
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¾ Employees – Employees will be subject to adverse personnel action, which may include
termination.

¾ Other Persons – Other persons may be denied re-entry to school property

¾ Notification of Law Enforcement – The appropriate law enforcement authority, which may include
the city police, county sheriff, and the local district attorney, will be notified by the principal of
violations of this policy.

[Reference: ALA. CODE §16-1-24.1 (1975); Ala. Admin. Code 290-3-1-.02(1)(b)] 

Illegal Drugs and Alcohol – The use, possession, distribution, and sale of alcohol and the illegal 
use, possession, distribution and sale of drugs in a school building, on school grounds, on Board 
property, on school buses, or at school-sponsored functions is prohibited. 

¾ Penalties for Violations – In addition to any criminal penalties that may be imposed, the following
penalties will be imposed for unauthorized possession of illegal drugs or alcohol:

¾ Students – Students will be disciplined in accordance with the Board¶s Student Code of
Conduct.

¾ Employees – Employees will be subject to adverse personnel action, which may include
termination.

¾ Other Persons – Other persons may be denied re-entry to school property.

¾ Notification of Law Enforcement – The appropriate law enforcement authority, which may include
the city police, county sheriff, and the local district attorney, will be notified by the principal of
violations of this policy.

Tobacco and Electronic Smoking Devices – The use of tobacco products and electronic smoking 
devices and the illegal possession, distribution, and sale of tobacco products or electronic smoking 
devices on school property is prohibited. 

¾ Penalties for Violations

¾ Students – Students who violate the tobacco and electronic smoking devices prohibition will
be disciplined in accordance with the Board¶s Student Code of Conduct.

¾ Employees – Employees who violate the tobacco and electronic smoking devices prohibition
will be subject to adverse personnel action, which may include termination.

¾ Other Persons – Other persons who violate the tobacco and electronic smoking devices
prohibition may be denied re-entry to school property.

¾ Parental Notification – Parents and guardians may be notified of actual or suspected
violations of the tobacco and electronic smoking devices prohibition whether or not the
student is charged with a violation of Board policy, which includes the Student Code of
Conduct.

¾ Electronic Smoking Devices Defined – Electronic Smoking Devices are defined as any
product containing or delivering nicotine or any other substance intended for human
consumption that can be used by a person to simulate smoking through inhalation of vapor
or aerosol from the product. The term includes any such device, whether manufactured,
distributed, marketed, or sold as an e-cigarette, e-cigar, e-pipe, e-hookah, or vape pen, or
under any other product name or descriptor.
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[Reference: ALA. CODE §16-1-24.1 (1975); Ala. Admin. Code 290-3-1-.02(1)(b)] 

Searches – Law enforcement agencies are permitted to make periodic visits to all schools to detect 
the presence of illegal drugs or weapons and may use any lawful means at their disposal to detect 
the presence of such substances. The visits will be unannounced to anyone except the 
Superintendent and principal. 

[Reference: ALA. CODE §16-1-24.1 (1975); Ala. Admin. Code 290-3-1-.02(1)(b)] 

Drug and Alcohol-Free Environment – All students, employees, volunteers, parents, visitors, and 
other persons are prohibited from possessing, using, consuming, manufacturing, or distributing 
illegal controlled substances and alcohol while on Board property or while attending any Board 
sponsored or sanctioned event, program, activity, or function. Persons who are intoxicated or 
impaired by the use, consumption, or ingestion of any illegal controlled substance or alcohol are not 
permitted to be on school property, or to attend or participate in any Board sponsored or sanctioned 
event, program, activity, or function. 

[Reference: ALA. CODE §16-1-24.1, 25-5-330 (1975)] 

Adoption of Statutory Penalties and Consequences – Persons who violate the Board¶s 
prohibition of firearms, weapons, illegal drugs, or alcohol will be subject to all notification, referral, 
suspension, placement, re-admission, and other provisions set forth in ALA. CODE §16-1-24.1 and 
24.3 (1975). 
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Drug and Alcohol Testing of Safety Sensitive 
Employees 

Scope – The Board will conduct employee drug and alcohol testing for employees in safety 
sensitive positions as required by and in accordance with federal law. Testing will be required for all 
employees holding a commercial drivers¶ license (CDL) or who occupy a safety sensitive position 
as designated by the Board (“covered employees´). 

Prohibited Alcohol and Controlled Substance -Related Conduct – In addition to activities 
identified in other policies, rules, and procedures, Board employees are prohibited from the 
following: 

¾ Reporting for duty or remaining on duty to perform safety-sensitive functions while having an
alcohol concentration in excess of the standard set by the Federal Highway Administration
(FHWA);

¾ Being on duty or operating a vehicle while possessing alcohol

¾ Consuming alcohol while performing safety-sensitive functions;

¾ Consuming alcohol within eight (8) hours following an accident for which a post-accident
alcohol test is required, or prior to undergoing a post-accident alcohol test, whichever comes
first;

¾ Refusing to submit to an alcohol or controlled substance test required by post-accident,
random, reasonable suspicion, or follow-up testing requirements;

¾ Consuming alcohol or being under the influence of alcohol within eight (8) hours of going on
duty, operating, or having physical control of a vehicle;

¾ Reporting for duty or remaining on duty when using any controlled substance, except when
instructed by a physician who has advised the driver and the Board that the substance does
not adversely impact the performance of any safety-sensitive duty;

¾ Reporting for duty, remaining on duty, or performing safety sensitive functions with controlled
substances in the employee¶s system.

In the event of a violation of this policy, the employee shall be removed immediately from safety-
sensitive duties and shall be subject to such further actions, including disciplinary action up to and 
including termination, as deemed appropriate by the Superintendent and the Board. 

Searches (Personnel) 

Board Property – All school system property, facilities, and grounds may be entered, inspected, 
and searched for any lawful purpose by Board officials or their designees at any time, without prior 
notice and to the fullest extent permitted by law. The right to enter, inspect, and search includes 
and extends to (but is not limited to) Board owned or controlled offices, desks, file cabinets, lockers, 
storage areas, computers, files, documents, data, and devices however and wherever kept, stored, 
or maintained.  
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Employee Property – The Board reserves the right to inspect employees¶ vehicles, purses, files, 
and other personal property if a supervisor forms a reasonable individualized suspicion that the 
property contains evidence of a violation of Board policy or contains any material, object, or 
substance that otherwise creates or presents a risk of harm or injury to the school, the workplace, 
or persons therein. 

Use of Recovered Items – Property, material, substances, information, or records that are 
obtained, discovered, or recovered as a result of a search may be retained and used for any lawful 
purpose. 
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Internet Safety and Use of Technology 

Access to Technology Resources ± The Board permits restricted and conditional access to and 
use of its technology resources, including but not limited to computers, the ³Internet,´ network 
storage areas, and electronic mail. Such access and use is restricted to employees, students, and 
other persons who are engaged in bona fide educational and administrative activities that serve and 
are consistent with identified educational objectives or authorized support functions, and who, by 
signing an ³Acceptable Use Agreement,´ agree to abide by all Board policies, rules, and regulations 
regarding technology use. The Acceptable Use Agreement will be developed by the Superintendent 
for approval by the Board. 

Restriction or Loss of Technology Privileges ± Persons who violate any Board policy, rule, or 
regulation regarding technology use may be denied use of the Board¶s technology resources and 
may be subject to additional disciplinary action. 

Ownership of Technology Resources and Data ± All technology resources, including network and 
Internet resources, e-mail systems, and computers or other access devices owned, leased, or 
maintained by the Board are the sole property of the Board. Board personnel may, at any time and 
without prior notice, access, search, examine, inspect, collect, or retrieve information of any kind 
from the Board¶s technology resources, including computer or related equipment, files, and data, to 
determine if a user is in violation of any of the Board¶s policies, rules, and regulations regarding 
access to and use of technology resources, for or in connection with any other matter or reason 
related to the safe and efficient operation or administration of the school system, or for any other 
reason not prohibited by law. Users of school system technology resources have no personal right of 
privacy or confidentiality with respect to the use or content of such resources. The Superintendent is 
hereby authorized to develop more specific procedures regarding accessing personnel and student 
technology resources. 

Adoption of Rules and Regulations ± The Superintendent is authorized to develop for Board 
approval additional or more specific rules and regulations regarding access to and use of its 
technology resources and to require adherence to such rules and regulations through such means as 
the ³Acceptable Use Agreement´ and application of appropriate disciplinary policies and procedures. 
Such rules and regulations will address or provide: 

¾ Measures to block or filter Internet access to pictures that are obscene, that constitute child
pornography, or that are harmful to minors;

¾ Restriction of access by minors to inappropriate material on the Internet;

¾ The safety and security of minors when they are using electronic mail, chat rooms, and other
forms of direct electronic communications;

¾ Prevention of ³hacking´ and other forms of unauthori]ed use of or access to computer or
Internet files, sites, databases or equipment; and

¾ Unauthorized disclosure, use, and dissemination of personal information regarding minors;
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¾ Restriction of minors¶ access to harmful material; and

¾ Educating minors about appropriate online behavior, including interacting with other
individuals on social networking websites and in chat rooms and cyberbullying awareness and
response.

Limitation on Liability ± The Board makes no warranties of any kind, either express or implied, that 
the functions or the services provided by or through the Board¶s technology resources will be error-
free or without defect. The Board will not be responsible for any damage users may suffer, including 
but not limited to loss of data or interruption of service. 

[Reference: 47 U.S.C. §254(h) and (l)] 
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Technology Acceptable Usage Agreement 
(AUA) 

Purpose 

The purpose of the Baldwin County Board of Education (BCBOE) is to provide an effective, 
challenging, and engaging education for every one of our students. The intended use of 
technology is to enhance the educational experience of students by direct interaction with 
technology, and to indirectly enhance the educational experience of students by allowing faculty 
and staff to access and process important information in a timely and efficient fashion. 

Policy Statement 

An Acceptable Use Agreement (AUA) is a policy that outlines, in writing, how Baldwin County 
Board of Education expects its community members to behave with technology. Like a Terms of 
Service document, an AUA should define publicly what is deemed acceptable behavior from users 
of hardware and information systems such as the Internet, computers, laptops, tablets and any 
applicable networks. 

The primary goal of the technology environment is to support the educational and instructional 
endeavors of students and employees of Baldwin County Public Schools. Use of any and all 
technology resources is a privilege and not a right. 

Any questions about this agreement, its interpretation, or specific circumstances shall be directed to 
the Chief Technology Officer before proceeding. Violations of this policy will be handled in a 
manner consistent with comparable situations requiring disciplinary and/or legal action. 

Introduction 

To ensure that students receive a quality education and that employees can work in a professional 
and intellectually stimulating environment, it is the policy of the Baldwin County Public school district 
to provide all students and employees with access to a variety of technology resources. All Baldwin 
County students and staff must acknowledge and adhere to this policy. 

The creation of a large and varied technology environment demands that technology usage be 
conducted in legally and ethically appropriate ways, consistent with the purpose statement and 
instructional goals of the Baldwin County Public school district. We recognize that the use of 
technology always requires attempts to balance the benefits against the possibilities of danger, 
security problems, and abuse. Rapid changes in technology and growth in the range of content 
available makes this a constant challenge. 

Thus, it is the intention of the Baldwin County Public Schools that all technology resources be used 
in accordance with any and all board policies and procedures as well as local, state, and federal 
laws and/or guidelines governing the usage of technology and its component parts. Additionally, it 
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is implied that all students and employees of Baldwin County Public Schools will use the provided 
technology resources so as not to waste them, abuse them, interfere with or cause harm to other 
individuals, institutions, or companies. 

Aspects of this agreement may specifically address technology equipment personally owned by 
school system employees and/or students and brought into school facilities or onto school 
campuses to access school resources and/or personal resources. All personal technologies used 
on any Baldwin County Public campus are subject to this policy and may be used only if such 
usage is in compliance with all school system policies, procedures, and guidelines as well as local, 
state, and federal laws. No technologies may be purchased, brought on campus, or used to access 
school system resources that interfere with or adversely affect functions or operations of school 
system technology resources/infrastructure. All technology purchases must go through BCBOE 
Data Governance process. 

The BCBOE Governance Committee will issue further specific guidelines detailing appropriate and 
legal use of copyright, email, technology resource purchasing and disposal, web page creation and 
maintenance, and the publication of student work.  These guidelines are updated as best practices 
dictate and as case law emerges. These guidelines are considered appendices of the Baldwin 
County Board of Education Technology Acceptable Usage AUA.  Students and staff are expected to 
be aware of and follow the guidelines which are updated annually and posted on BCBOE's public 
website Technology page and referenced in the Employee Handbook and/or the Student Handbook 
that must be signed annually. 

BCBOE Superintendent, Assistant Superintendents, Chief Technology Officer, Security Manager, 
and/or School Principals will determine when inappropriate use has occurred, and they have the 
right to deny, revoke, or suspend specific user access and use of any technical resource. 

ACCESS 

Access to email, cloud or web services through the Internet use refers to internet access via all 
Baldwin County Public Schools/Private and public networks. The use of all Baldwin County Public 
Schools technology resources is a privilege, not a right, and inappropriate or suspected 
inappropriate use will result in a cancellation of those privileges, pending investigation. Moreover, 
users of BCBOE technology and infrastructure must be aware that Baldwin County Public Schools 
cannot assume any liability arising out of the illegal or inappropriate use of technology resources. 

Users should not have any expectation that their use of technology resources, including files stored 
by them on the BCBOE¶s network, or data services, will be private and will be secure from access 
by others. Reasonable steps will be taken to maintain the security of technology resources, but no 
assurance can be given that penetration of such security will not occur. 

In accordance with the requirements of the Children¶s Internet Protection Act (CIPA), all district 
computers that can access the Internet will be filtered. All traffic on BCBE devices, at school or 
home is filtered via web filtering appliance or application. 

Once a student. employee, and or a guest accesses any of BCBOE technology resource they must 
comply with the Acceptable Use Agreement (AUA.) 
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¾ Individuals identified as a real or suspected security risk will be denied access. This access
denial could include but not limited to Student Information System, Accounting Software,
Human Resource Data Systems and network access. If a staff member fails to demonstrate
the capacity of understanding how a system works that staff members can be denied access
to that data. Defined data owners are accountable for quality, access and safety of the
BCBOE data.

¾ Any use of technology resources, regardless of ownership, that reduces the efficiency of use
for others will be considered a violation of this policy.

¾ Individuals must not attempt to disrupt any technology services or data integrity by engaging
in inappropriate activities. Examples include, but are not limited to, spreading viruses,
spamming, excessive network and/or Internet activity, or modification of equipment or
infrastructure.

¾ Individuals must not attempt to modify technology resources, utilities, and configurations,
and/or change the restrictions associated with his/her accounts, or attempt to breach any
technology resources security system or filtering systems, either with or without malicious
intent.

¾ Internet activity can and will be monitored, along with other aspects of technology usage.
¾ Successful or unsuccessful attempts to bypass the Internet filter by using proxies or

other resources are a violation of this policy.  Use of proxies are strictly prohibited!
¾ Access to BCBOE technical resources is limited to usage associated with activities of

Baldwin County Public Schools.  The technical resources cannot be used for profit, for
commercial purposes, to express personal opinions, or to editorialize.

¾ Personal technology-related devices such as, but not limited to laptops, cell phones, smart-
phones, iTouch/iPods/iPads, smartboards, cameras or other eDevices, etc. used on school
grounds are subject to all items covered in this policy and other applicable published
guidelines. The permission for such personal devices to be brought to school and the use of
such devices will be at the discretion of the Superintendent, Assistant Superintendent, Chief
Technology Officer or by a school nurse if it is a medical device.  Public Internet access
(guest wireless network) is designed for temporary use and is available for visiting devices.
However long-term Wi-Fi access is provided for non-BCBOE employees that work within
our district. Long term access requires a school principals¶ or senior administrators¶
authorization and must be renewed annually. All access to the guest Wi-Fi is subject to the
conditions outlined in this policy and all other board policies and guidelines, as well as local,
state, and federal laws.

  Data Privacy & Security 

BCBOE takes seriously its obligations to secure data systems and protect the privacy of students 
and employees. Strict processes help safeguard the confidentiality and security of the data. 
Students and Employees must: 

¾ Employees may use only accounts, files, software, applications and/or other technology
resources that are assigned to, provided, or approved for him/her. (Personal web drives
(i.e., Dropbox, google drives and other web storage capabilities are unacceptable to use
with district information and student records.)

¾ Staff and Students should not have any expectation that their usage of such resources is
private.  Reasonable efforts will be taken to maintain security of technology resources, but
BCBOE cannot ensure that such security will not be penetrated or breached and cannot
assume any liability arising out of any such penetration or breach of security.
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¾ Employees are prohibited from emailing outside the school system or storing/saving on
external storage devices or portable devices that do not remain on within official district
systems, electronic copies of student or staff personal information. This information includes,
but is not limited to data containing social security numbers, information protected by
FERPA, and any other sensitive and/or protected information.  If this type of information is
stored on a portable or external device and said device is lost or stolen or if the security of
this data is believed to have been breached in any way, the Chief Technology Officer should
be notified immediately.

¾ All electronic content stored on any external storage medium or personal off-site
storage location that is brought to or accessed from a BCBOE is subject to all Board
policies and guidelines, as well as local, state, and federal laws.

¾ Because communications on the Internet are public in nature, all Staff and Students should
be careful to maintain appropriate and responsible communications.

¾ Staff and Students are encouraged to avoid storing personal and/or private information on
the district and/or school¶s technology resources. Users must be careful of social
engineering, in the context of information security, refers to psychological manipulation of
people into performing actions or divulging confidential information. A type of confidence
tricks for the purpose of information gathering, fraud, or system access, it differs from a
traditional "con" in that it is often one of many steps in a more complex fraud scheme.
Users are still responsible for any type of data breach they create regardless of falling prey
to social engineering.

¾ Staff and Students must take all reasonable precautions to prevent unauthorized access to
accounts and data and any other unauthorized usage within and outside the Baldwin County
Public Schools. Any such unauthorized usage shall be reported immediately to the BCBOE
Chief Technology Officer.

¾ All Staff and Students shall be responsible for reporting suspected or actual breaches of
data security whether due to inappropriate actions, carelessness, loss/theft of devices or
failures of technical security measures.

¾ Staff and students may not attempt to log into the network or application using any account
and/or password other than the login(s) assigned to him/her. Individuals may not allow
someone to use his/her network account and/or password to access the network, email,
specific software packages, or the Internet.

¾ Students and staff are expected to follow all local, state and federal laws and system
policy regarding the protection of student and staff confidential data.

Applications, Software, and Web Services 

Baldwin County Board of Education provides numerous accounts for employees such as Microsoft 
Office 365 and for students Google email, which will allow full use and participation of Google Apps 
for Education. However, students are only allowed/limited to communicate with iBaldwin.org and 
bcbe.org domains only. This means students can only email internally to BCBOE administrators, 
teachers and other students. E-mail accounts are provided to ensure all employees and students 
use technology to communicate in schools for school related purposes in an appropriate manner, 
and to support teaching and learning. Some of these learning activities may include collaborating on 
live digital projects, shared writing projects, peer editing, share presentations, collaborating with 
fellow students, using spreadsheets, documents, and presentations, etc. With this opportunity 
comes responsibility. It is important that all employees, parents and students read and understand 
this Acceptable Use Agreement and ask questions if needed. Please note that BCBOE will take all 
reasonable steps to preclude access to objectionable material. However, it is not possible to 
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absolutely prevent such access. It will be the responsibility of employees and students to follow the 
rules of appropriate use. 

¾ Baldwin County Board of Education provides email accounts for all employees, long-
term substitutes, and, in our secure cloud (secure online applications and storage), for
students. Privacy and state regulations limits email accounts to employees and enrolled
students only. Short term subs or non-BCBOE employees will not be provided with an E-
mail address or iNow accounts. Data Governance Committee recommend exceptions for
Superintendent¶s approval.

¾ Personal use of email or web service by BCBOE Staff is permitted if it does not violate
Baldwin County Board of Education policy and/or adversely affect others or the speed of
the network.

¾ Use of Baldwin County Public Schools¶ email or web service accounts for harassing or
threatening is strictly prohibited.

¾ Baldwin County Public Schools' email or web service type of accounts may not be
used for political activity, personal gain, commercial purposes, or profit.

¾ When using email, web and cloud service, all users are responsible for maintaining
professionalism at all times. Avoid impulsive and informal communication. Users must
be constantly mindful of the need to review carefully and reconsider their content and
communications before responding to and/or sending any type of digital communication.
As a rule, the content of an email should be acceptable to a general audience.

¾ Baldwin County Public Schools' email, web and cloud service accounts may not be
used for attempting to send or sending anonymous messages.

¾ Baldwin County Public Schools' email, web and cloud service accounts may not be
used for sending mass emails and/or text messages unless to parent lists or for other
educational purposes. All mass emails need to flow the Communications Department.

¾ Baldwin County Public Schools' email, web and cloud service accounts may not be
used for posting or forwarding other user's personal communication without the
author's consent.

¾ Because email, web and cloud service is not securely transmitted, discretion must be used
when sending, or encouraging the receipt of email containing sensitive information about
students, families, school system employees, or any individuals.  There can be no
assurance that email will be confidential and/or private.

¾ All users are responsible for their individual assigned account. All users are responsible
for not sharing their passwords with others and will be held accountable if another person
utilizes their account inappropriately.

¾ Incoming and outgoing email or web service are filtered by the district for
inappropriate content, viruses, phishing, and/or malware.

¾ All BCBOE staff accounts including district-issued email, student information, human
resources, and financial systems will automatically expire on the last full day of
employment.

¾ All BCBOE student accounts including district-issued email and educational software
accounts will be disabled following the last day of enrollment or upon graduation.

¾ At the discretion of the Superintendent, email or web services accounts may be locked
without notice. Violation of the Acceptable Use Agreement can result in revocation of any
system account, such as email, legal action in accordance with employee manual or
student code of conduct, or applicable laws.
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Guidelines Regarding Employees & Students Bringing Personal Digital Devices to 
School and School-Sponsored Activities 

¾ Staff and students are under the same guidelines with personal digital devices as they are
when using computers and other digital devices at school and at school-sponsored
events.  The Acceptable Usage Agreement that all employees, students and parents sign
each year applies to but is not limited to all digital devices, storage devices/media, and
digital content.  Staff and Students are subject to disciplinary action for misuse of personal
devices during the school day or at school-sponsored activities. For example,
cyberbullying, harassment, accessing of pornographic or other inappropriate content, and
other misuses of technology²even personal technology²are subject to disciplinary
action when they occur at school or at school-sponsored activities.

¾ School filters are automatically employed for Wi-Fi connections to Baldwin County Public
Schools guest networks.  However, schools have no way to filter content that comes to
personal devices via cellular (4G/5G/LTE) data plans. Particularly at the elementary level,
we recommend students NOT bring personal devices with data plans, but if they are
brought, we recommend they not be used during the school day.

¾ Texting, making phone calls, taking pictures or making videos, emailing, messaging,
gaming, and accessing digital content is a privilege that is extended in our schools,
which can be withdrawn at any time at the discretion of the teacher or school
administration. Violating any of these rules will result in losing digital device privileges
for a period of time to be determined by the administration.

¾ The school system or school system employees are not responsible for any damages to or
loss of personal devices brought to school by students or its employees.

Purchasing Hardware, Software, Applications and Web Services 

With the 1:1 initiative and new state and federal privacy regulations we are now require changing 
our mindset on purchasing, sustaining and maintaining resources which requires an executive / 
centralized review process. This is becoming even more important as our student, financial, human 
resources, and administrative data is dependent on the exchange of data between systems and the 
escalation of legal review prior to entering and maintaining any service or agreement. To this end, 
we are putting in new controls to ensure that the technology infrastructure is consistent and stable. 
Based on this, we have instituted the Data Governance Committee (DGC). This governance board 
requires that any new hardware, software applications and web services be vetted for compliance 
and data quality to remove duplication of effort and data. A thorough review will take place and 
recommendations will be made for the Superintendent¶s /Board¶s approval to purchase. This 
procedure is intended to provide for the 
proper purchasing and disposal of technological devices only. Staff and must follow these 
guidelines: 
¾ Staff and students should not purchase or dispose of software, hardware, peripherals, or

other technology-related devices without consulting the Educational Technology staff and
guidelines established for the district. Regardless of purchase date, location or funding
source, all personnel should adhere to the Technology Purchasing and Disposal Guidelines
regarding all purchases and disposals.

¾ Illegal copies of software/media may not be created or used on school equipment.
¾ Legal and ethical practices of appropriate use of technology resources are reviewed with

students and employees in the system (i.e. as part of the Technology Education
Curriculum, during orientation sessions, faculty meetings, or through online methods,
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etc). Again, all questions regarding legal and ethical practices of appropriate use should 
be directed to the district¶s Chief Technology Officer. 

¾ Copyright is implied for all information (text, data, and graphics) published on the Internet.
Student and employee web page authors will be held responsible for the contents of their
pages. Do not "borrow" icons, sounds, or graphics from other pages without documented
permission.  It is the student¶s or employee¶s responsibility to secure proper usage
permission.

¾ Duplication of any copyrighted software/media is prohibited unless specifically allowed in
the license agreement and, then, should occur only with the knowledge of the technology
staff.

¾ Free educational software and web services are always encouraged to be used within a
classroom or for an educational endeavor.  However, each staff member must not allow or
encourage the use of any software or web service purchased for free if it requires student
information that is not deemed student directory information without a contract/agreement in
place to protect student privacy. Access to free software applications and web services must
be approved by the Data Governance Committee.

¾ Data Governance Committee will post an authorized list of software and services.
Superintendent or his/her designee is authorized to sign license acknowledgements for a
school within the system. Copies of any system-wide license agreements must be maintained
and inventoried by the district Chief Technology Officer and/or Superintendent and distributed
to all schools that will use the software. All binding contracts/agreements must be signed by
the Superintendent.

Guidelines for Live-Streaming/Recording of Classroom Instruction 

Federal and State laws safeguard students and their families against release of certain personally 
identifiable student information maintained by schools in a child¶s education records. The Baldwin 
County Public School System understands that from time to time teachers may wish to live-stream 
classroom instruction or record classroom instruction to aide student learning. Personally, identifiable 
student information in a recording of a class may constitute an educational record protected under 
FERPA. To ensure compliance with any applicable Federal or State laws, the Baldwin County Public 
School System provides the following as guidelines for each teacher¶s classroom should that teacher 
wish to live-stream or record classroom instruction. 

¾ In accordance with FERPA, the Baldwin County Public School System has designated that
photographs and/or video images of students constitutes ³directory information´ that may be
disclosed without prior parental consent. When recording or live-streaming classroom
instruction, certain information contained on video can go beyond a video image that the
school system has classified as directory information. Put another way, when a teacher live
streams or records classroom instruction, certain information within that video may go beyond
routine activities of students, i.e. information on the live feed or recording may be directly
related to a particular student and provide more than just a video image of the student.  For
example, if any of the following is shared within the live feed or recording, it may go beyond
what has been classified as directory information under FERPA: disclosing a student¶s name,
discussing confidential information about the student¶s status in the class, disclosing a
particular student¶s schedule and location throughout the school day.

¾ To prevent the disclosure of personally identifiable information in a student¶s education
record, if school staff intend to live stream or record classroom instruction, it is best practice
that school staff provide notice to students and parents that recordings or live-streaming will
take place, for what reason(s) the recording/live-streaming may be reviewed, and by whom.
School staff should provide this information to students and parents in the class syllabus as
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well as in specific class sessions prior to an event. 
¾ Teachers and staff should be aware of those students enrolled in their classrooms who have

given notice to the Baldwin County Public School System that the parent or student has
chosen not to have their ³directory information´ disclosed.  Those students who have opted
out of FERPA directory information should not be included in any video recordings or live
streaming.

¾ Teachers and staff should avoid directly recording student faces during classroom instruction.
If the recording (audio and video) includes only the instructor, it is not a student educational
record and not subject to FERPA guidelines. Teachers should try to plan recordings so that
they do not show students who are asking questions, don¶t refer to students by name, and
avoid repeating a student¶s name in a recording. If a student happens to appear on camera
during classroom instruction, his or her identity can be edited out or a written consent
obtained as discussed below.

¾ If students are personally identifiable in the live-stream or recording of any classroom
instruction, school staff should make sure the live stream or video recording does not
indicate the time of day or actual class period where the student is located.

¾ If students are personally identifiable in the live-stream or recording of classroom instruction,
school staff can limit those who access the live-stream or video recording to only other
students currently enrolled in the class. This limitation would allow instructors to create
access for only those students enrolled in the class to watch or re-watch past class sessions
and would not be a disclosure of education records under FERPA.

¾ If students enrolled in the class will be permitted to review a recording in which a student is
identifiable, the syllabus should clearly outline that students are prohibited from capturing or
copying the live-stream feed or recording by any means and sharing with others. It should be
noted in a classroom teacher¶s syllabus that students violating this prohibition would be
violating the Baldwin County Public School System¶s Acceptable Use Policy and could result in
disciplinary action against the student.

¾ Should school staff wish to use a recording outside of the classroom, with access being
provided to individuals not enrolled in the class, the teacher or staff member should do one of
the following:

¾ Edit to either omit any student who has not consented to the use of their voice or image, or edit
to de-identify the student in the recording (which can include avoiding or removing any mention
of the student¶s name, blurring the student¶s image, altering voice recordings etc.);

¾ Obtain individualized written FERPA consent from the parent of the student in the recording
to allow the use of the recording. This can be requested of all students at the outset of a
class or be obtained on a case-by-case basis in the event the teacher knows that a videos or
live-streaming will be made accessible to individuals not enrolled in the class. A template for
consent for educational use is provided below. Teachers or staff members should ensure
the exclusion of students in classroom videos based on denial of parental permission.

¾ A parent¶s consent to his or her child to appear in a recording must be both informed and
voluntary. The request for consent must inform the parent of all the intended uses of the
recording. Voluntary means that a consent is freely given without persuasion or coercion
and that the student receives neither advantage nor disadvantage by providing consent.

¾ The parent¶s consent must be in writing, signed and dated. The consent should be included
with the classroom syllabus and specify the records that may be disclosed, the purpose of the
disclosure, and identify the parties to whom disclosure must be made.

¾ A student must have the same educational experience as students willing to be recorded if
a parent chooses to not have his or her student appear in a recording. Any student whose
parent has opted him or her opted out of the disclosure of ³directory information´ as
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discussed above, should also have the same educational experience as students whose 
parents have not opted out. 

¾ If a parent wishes for his or her child to be excluded from any recordings, a recording may
still be made as long as it contains no record of that student.

¾ The practices and guidelines contained herein specifically apply to video recordings or live-
streaming of a teacher¶s classroom instruction. In regards to any other filming or
photographing of students, all school system staff are still expected to comply with FERPA in
regards to the disclosure of personally identifiable information within a student¶s education
record when such records are maintained by the Baldwin County Public School System.
Accordingly, prior parental consent is not required for photographing or videotaping of
students when the photograph or video falls under the definition of ³directory information´ as
identified by the Baldwin County Public School System.

¾ Videos involving incidents of student discipline should not be posted or shared with
anyone.

¾ School system staff should not take videos or photographs of students in areas where an
individual might have a legitimate expectation of privacy such as a rest room or locker
room.

Recommended Syllabus Statement 

Class Recordings: Instruction in this class might be recorded or streamed live. Any recordings will 
be available to students enrolled in this enrolled in this class. This is intended to supplement the 
classroom experience. Students are expected to follow appropriate school system and campus-
wide policies and maintain the security of passwords used to access classroom recordings.  Live 
streaming and recordings may not be captured or reproduced, shared with those not in the class, or 
uploaded to other online environments. Doing so would be a breach of the Baldwin County Public 
School System¶s Acceptable Use Policy. If I, or an administrator plan to use any recordings, beyond 
the classroom environment, students identifiable in the recordings will either be de- identified or 
will be notified prior to in order to obtain proper consent prior to such use. 

Examples of Inappropriate Use of Resources: 

This list is not all-inclusive but is intended to provide general guidance. Anything that would be 
considered inappropriate in "paper form" or ³verbal form´ is also considered inappropriate in 
electronic form. Information, such as but not limited to Student Information System (SIS) data, 
accessed through school system technologies may not be used for any private business activity. 
The following are examples of inappropriate activities when using any Baldwin County Public 
Schools¶ network, email system, hardware, software, technology services, and/or Internet access: 

¾ Sharing passwords
¾ Using another user's password or attempting to discover another user's password
¾ Trespassing in another user's files, folders, home directory, or work
¾ Saving information on any network drive or directory other than your personal home

directory or a teacher-specified and approved location
¾ Downloading, installing, or copying software of any kind onto a computer, laptop, home

directory, network drive, or other electronic device (except for approved updates or
apps)

¾ Harassing, insulting, embarrassing, or attacking others via technology resources
¾ Damaging/abusing technology resources, including, but not limited to, printers,
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telephones, computers, computer systems, any e-device, or computer networks (this 
includes changing workstation configurations such as screen savers, backgrounds, 
printers, BIOS information, preset passwords, etc.) 

¾ Intentionally wasting limited resources such as Internet bandwidth, disk space and
printing capacity

¾ Accessing inappropriate material stored on resources such as, but not limited to,
digital cameras, flash drives, iPods, online storage, cell phones, web sites, etc.

¾ Accessing inappropriate material from web sites or attempting to bypass the Internet filter to
access web sites that have been blocked (Examples:  information that is violent; illegal;
satanic; sexual; demeaning; racist; inflammatory; and/or categorized as a social networking,
blogging, or journaling sites, etc.)

¾ Sending, displaying, or downloading offensive messages or pictures
¾ Using obscene, racist, profane, discriminatory, threatening, or inflammatory language in

a document, email, etc.
¾ Using a digital camera, camera phone, or any other device capable of storing a still or

video image to take inappropriate, harassing, and/or embarrassing pictures
¾ Editing or modifying digital pictures with the intent to embarrass, harass or bully is prohibited
¾ Participating in unsupervised or non-instructional on-line chat rooms without the

permission/supervision of an adult staff member
¾ Posting any false or damaging information about other people, the school system, or other

organizations
¾ Posting of any personal information as defined previously in this document
¾ Broadcasting network messages or participating in sending/perpetuating chain letters
¾ Violating copyright laws
¾ Plagiarism of materials
¾ Use of technology resources to create illegal materials (i.e. counterfeit money, fake

identification, etc.)
¾ Use of any Baldwin County Public Schools Technology resource for personal gain,

commercial or political purposes
¾ Accessing any website or other resources by falsifying information
¾ Downloading games or playing games on-line that are not instructional in nature or directed
¾ Streaming video or audio not related to the core business of the School System
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Employee Evaluations 

Baldwin County Public Schools has implemented a new evaluation system for both certified and 
classified employees. These processes are housed in a software program called Standards for 
Success. Certified employees are evaluated annually with an ongoing process reflective of the 
Alabama State Department of Education framework. Classified evaluations were developed by our 
district and are specific to their corresponding job description.  

Certified Personnel – Certified employees (other than contract principals) will be evaluated in 
accordance with an evaluation program approved for use by the Alabama State Department of 
Education. Contract principals will be evaluated in accordance with rules, regulations, and 
requirements promulgated by the State Department of Education or as may otherwise be 
permitted by law. 

Non-Certified Personnel – Non-certified personnel will be evaluated in accordance with criteria 
and procedures to be developed by the Superintendent. 

Use of Evaluations in Connection with Employment Decisions – Unless prohibited by law 
(including applicable regulations) or the terms of the evaluation process or instrument, employment 
evaluations may be considered in making employment decisions, together with such other information 
and considerations as may reasonably bear upon the wisdom, necessity, or advisability of the 
employment decision. However, employment evaluations are intended to enhance the overall quality 
of the school system¶s instructional program and are not intended to confer, constitute, or give rise to 
any individual right, entitlement, or enforceable expectation of continued employment or 
advancement. Accordingly, except as may be specifically provided otherwise in state law applicable to 
“contract principals,” employees do not acquire any employment right or right of legal action based on 
any actual or alleged failure on the part of the Board or the evaluator to follow specific evaluation 
policies, regulations, or procedures. 

Special Evaluation Situations – The Superintendent, the Chief School Financial Officer, and other 
employees who serve in positions of contract, special trust or sensitivity may be evaluated by such 
means as the Board deems appropriate, as may be permitted by law or applicable regulation or as 
otherwise agreed to in an employment contract. 

Personnel Exempt from Evaluation – Except when required by law or contract, temporary, 
substitute, and occasional employees, or employees appointed to supplemental positions (e.g., 
coaches, extracurricular activity sponsors) will not be formally evaluated in those roles. 
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Sexual Harassment 

Under Board Policy 5.17 and in accordance with Title VII of the Civil Rights Act of 1964, as amended 
and Title IX of the Education Amendments Act of 1972, (20 U.S.C. §1681, et seq.) and its 
implementing regulations (34 C.F.R. § 106., the Board strictly prohibits discrimination on the basis of 
sex or gender in its programs or activities, including sexual harassment, as defined by law and Board 
policy. This requirement not to discriminate in the educational program or activity extends to 
employment and admissions policies and procedures. Sexual harassment reports and/or formal 
complaints made b\ emplo\ees should be filed and reYieZed under the Board¶s emplo\ee se[ual 
harassment policy. All other complaints of sex gender discrimination under Title VII and/or Title IX will 
be filed and reYieZed according to the Board¶s general complaint and grieYance procedures. All 
inquiries regarding the application of Title IX and its implementing regulations may be referred to the 
Board¶s Title IX Coordinator, the Office of CiYil Right¶s (OCR) Assistant Secretar\, or both. Se[ual 
harassment, as defined by law, is a form of unlawful discrimination and will not be tolerated from 
employees or other persons associated with the Board. 

The Board strictly prohibits unlawful discrimination in all of its programs, offices, departments and 
facilities. Sexual harassment as defined by law, is a form of unlawful discrimination and will not be 
tolerated from employees or other persons associated with the Board. 

Definition of Sexual Harassment ± Sexual harassment consists of unwelcome sexual advances, 
requests for sexual favors, and other physical or verbal conduct of a sexual nature when: 

¾ Submission to such conduct or communication is made a term or condition, either
explicitly or implicitly, of employment or other employment benefits provided by the Board;

¾ Submission to or rejection of such conduct by an individual is used as the basis for
decisions affecting the individual¶s employment, or other benefits provided by the Board;
or

¾ Such conduct has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive working environment.

Examples of Prohibited Conduct ± The following are examples of conduct that may 
constitute sexual harassment, depending on individual circumstances: 

¾ Verbal harassment or abuse of a sexual nature, including graphic or derogatory
comments, the display of sexually suggestive objects or pictures, and sexual
propositions;

¾ Repeated unwelcome solicitation of sexual activity or sexual contact;
¾ Unwelcome, inappropriate sexual touching;
¾ Demands for sexual favors accompanied by implied or overt promises of preferential

treatments or threats with regard to an individual¶s employment status.

58



Employee Complaint Resolution Procedure 

¾ Reporting ± Any employee with reason to believe that he or she has been or is being
subjected to any form of sexual harassment should report the matter immediately. Under
no circumstances will an employee be required to present the complaint to the person who
is the subject of the complaint.

¾ Informal Complaint ± An employee may choose to submit a sexual harassment complaint to a
supervisor for investigation and resolution at the departmental or local level without resorting to
formal complaint procedures. If the supervisor is the subject of the complaint, the complaint may
be submitted to the Superintendent for resolution. If the complaint is not resolved informally to
the satisfaction of the complaining employee, the employee must contact the Superintendent to
initiate formal complaint procedures.

Formal Complaint Procedure 

Persons Responsible for Receiving and Investigating Formal Complaints ± The 
Superintendent is responsible for receiving and investigating formal complaints regarding sexual 
harassment. The Human Resources Director is an additional official to which formal complaints can 
be reported. If the Superintendent is unavailable or is the subject of the complaint, the alternate 
should be contacted regarding the formal complaint. 

Complaint form, contents ± Formal complaints should be made in writing, signed by the 
complainant, and fully describe the circumstances surrounding the alleged harassment. 
Harassment complaints that cannot be made in writing should be memorialized by the 
Superintendent or designated alternate official. 

Investigation ± The Superintendent will promptly investigate the complaint, review the results of 
any investigation with legal counsel or other appropriate officials, make any findings that are 
supported by the investigation, and recommend appropriate action based on these findings. The 
complainant will be informed of the outcome of the investigation. 
Review by the Superintendent and the Board ± A complaining party who is not satisfied with the 
investigation or resolution of the complaint may request that the Superintendent take additional or 
different action or present the complaint to the Board f or its review and action. In such case, the 
Board will render a final decision as soon as practicable. 

Confidentiality ± To the extent possible, reports of sexual harassment will be kept confidential; 
however, complete confidentiality cannot be guaranteed. 

Retaliation Prohibited ± No retaliation or adverse action may be imposed as a result of a good 
faith complaint or report of sexual harassment. False accusations that are made in bad faith or for 
improper reasons may result in disciplinary action. 

Penalties for Violation ± Any employee who violates the terms of this policy or who impedes or 
unreasonably refuses to cooperate with a Board investigation regarding allegations of sexual 
harassment will be subject to appropriate disciplinary action, up to and including termination. 
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Complaints and Grievances 

General Complaints (Grievances) – Subject to the limitations set forth below and elsewhere in this 
policy manual, any employee or member of the public may present to the Board a concern, 
complaint, grievance, or request for corrective action regarding any aspect of school system 
operations. Before requesting corrective action or relief from the Superintendent or the Board, 
persons with such complaints, grievances, or requests should present them for resolution to the 
employee, supervisor, or administrator at the lowest administrative level who has the authority and 
ability to address the problem or to implement the requested action. The Superintendent is 
authorized to develop specific procedures that will provide for fair consideration and orderly review of 
complaints and grievances. Such procedures may not unreasonably burden or delay the 
presentation or processing of such matters, and will be subject to Board review, modification, and 
approval. 

Limitations Regarding Availability and Application of General Complaint/Grievance Policy – 
The general complaint/grievance policy and any procedures adopted thereunder do not apply to 
specific complaint or grievance policies and procedures that are established by Board policy or law 
for application to special factual or legal circumstances (e.g., sexual harassment grievance 
procedures; review of personnel matters under the Students First Act; “due process” hearings 
provided under the Individuals with Disabilities Education Act). In such instances, the specific 
statutory, regulatory, or policy-based process is the applicable procedure. The general 
complaint/grievance procedures that are authorized under the terms of this policy may not be 
invoked for the purpose of challenging or seeking review or reconsideration of adverse personnel 
decisions that have received final Board approval. A grievance may be based on an alleged 
misapplication of Board policies, regulations, or procedures, but may not be used to challenge the 
Board’s exercise of its discretion to adopt, approve, modify, or repeal a policy, regulation, or 
procedure or on its failure to exercise such discretion (e.g., adoption of a school calendar, 
compensation policies, etc.).  

Americans with Disabilities Act Complaint Procedure 

¾ ADA Accommodations – ADA request for accommodations should be submitted in writing
directly to the Human Resources Director, Eric West.

¾ Complaint Criteria – Persons who believe that they have been discriminated against on the
basis of disability in the provision of services, activities, programs, or benefits covered by Title
II of the Americans with Disabilities Act may file a written complaint with the ADA Coordinator.

¾ Complaint Form – The complaint should be in writing and contain information about the
alleged discrimination including the name, address, phone number of complaining party and
location, date, and description of the problem. Alternative means of filing complaints, such as
personal interviews or a tape recording of the complaint, will be made available for persons
with disabilities upon request.

¾ Complaint Process – The complaint should be submitted to the ADA Coordinator as soon as
possible, but no later than thirty (30) days after the alleged violation. The ADA Coordinator will
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meet with the complaining party to discuss the complaint and possible resolutions. Within 
fifteen (15) calendar days of the meeting, the ADA Coordinator will respond in writing, and 
where appropriate, in a format accessible to the complaining party, such as large print, Braille, 
or audio tape. The response will explain the position of the Board and offer options for 
substantive resolution of the complaint. 

¾ Appeal Procedure – If the response by the ADA Coordinator does not satisfactorily resolve
the issue, the complaining party may appeal the decision within fifteen (15) calendar days
after receipt of the response to the Superintendent. Within fifteen (15) calendar days, the
Superintendent will respond in writing, and where appropriate, in a format accessible to the
complainant, with a final resolution of the complaint.

¾ Records Retention – All written complaints received by the ADA Coordinator, appeals to the
Superintendent, and records relating thereto will be retained by the Board for at least three (3)
years.

¾ Additional Procedures Authorized – The Superintendent is authorized to develop such
procedures as are necessary to implement this policy.
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Guidelines for Fulfilling TEAMS Flex 
Day Requirements 

Timeline: June 1, 2024-May 31, 2025 

All 189-day TEAMS teachers are required to complete 4 days/24 hours of subject 
specific TEAMS Professional Development. Two days/12 hours of the TEAMS 
professional development must be completed during non-school hours (weekends, 
nights, summer, etc.). The other two days may be completed during school hours OR 
during non-school hours. Employees may not receive a stipend for TEAMS professional 
development activities.  

All TEAMS Professional Development must be earned for training or workshops 
approved by the Alabama State Department of Education (ALSDE) from June 1, 2024-
May 31, 2025. An up-to-date listing of approved TEAMS professional development 
learning activities can be found at: https://www.alabamaachieves.org/teams-2/ 

If a teacher has additional questions about what qualifies as TEAMS professional 
development, he or she should contact the Secondary Curriculum and Instruction 
Coordinator.  

TEAMS teachers will document their professional development activities using the 
TEAMS FLEX/PROFESSIONAL DEVELOPMENT FORM. Once completed, this form 
should be sent to both Ms. Cynthia Lee at clee@bcbe.org and Jonathan Crawford at 
jcrawford@bcbe.org. 
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Time System Guidelines and Procedures for 
Employees 

Introduction ± The Baldwin County Board of Education utilizes an electronic time and attendance 
system called Frontline. This approach allows the Board to more efficiently process your time 
worked as well as leave taken during a payroll cycle. In order for this system to work to its fullest 
potential, we are asking all employees to follow the procedures and guidance outlined below.  Your 
cooperation and compliance with these guidelines and other related guidance is very much 
appreciated. 

Official Time Record – The Frontline electronic time and attendance system and associated work 
records will become the official vehicle for recording time worked for all employees of the Baldwin 
County Board of Education.  Handwritten timesheets will be replaced by the Frontline generated 
records (based on the data in the Frontline timekeeping system).  
The data maintained in the Frontline s\sWem shall be considered as Whe ³official´ record of Wime 
worked for the Board.  Any post-approval disputes over actual time worked will be resolved by 
referring to the Frontline records.  
It is critical that every employee use the Frontline system to record actual time worked and to review 
times at the end of each week to make sure they are accurate. Employees will have a chance to 
review and certify time entries each week. If the time entries are not accurate, the inaccuracy must 
be reported immediately. In order for the electronic time and attendance system to work as 
intended, all employees are required to use the system, follow all rules related thereto, and promptly 
report any errors.  Employees will be subject to disciplinary action for failure to do so. 

Employee Time Reports ± The Fair Labor Standards Act (FLSA) requires that employers keep 
certain records for employees (primarily for non-exempt employees). An electronic time and 
attendance system (versus manual timesheets or other methods) will generate an accurate and 
reliable record of time worked and leave taken during the reporting period for all personnel. 
The automated time reports will reflect all regular and extra duty hours worked for the period, as well 
as leave (including sick, personal, vacation, etc.). Any corrections or adjustments to hours and leave 
must be reported weekly by all employees to avoid errors and omissions that may occur if these 
adjustments are reported at the end of the payroll period. 
The Professional Development forms will not be replaced since they still will be required for Accounts 
Payable purposes as well as funding for substitutes in Payroll. 

Daily Clock In/Out Requirements ± The first step in the Frontline process is to clock in using the 
s\sWem. The ³clock in´ process is Xsed Zhen an emplo\ee begins Zork aW Whe sWarW of Whe Zork da\.  
Non-e[empW emplo\ees mXsW also clock oXW Zhen Waking dXW\ free breaks (sXch as ³lXnch breaks´), 
clock back in when returning to work after duty free breaks, and then clock out when work is 
completed at the end of the work day. Under certain conditions (such as training at an off-site 
location, extracurricular events, etc.), the employee will have to report time worked through a mobile 
application or at the time he or she returns to work the next day. However, under regular 
circumstances, time must be reported contemporaneously (at the time work starts and ends) using 
the time clock system. 
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Other requirements and guidelines include: 
¾ Every employee is required to use the Frontline system to account for his or her work

time.
¾ Employees could be subject to disciplinary action if they do not clock in before work or

clock out when taking a duty free break or finishing for the day as applicable based on
employee type.

¾ If an emplo\ee misses a ³pXnch,´ he or she has Wo make Whe Wime enWr\ as soon as
possible, but no later than the next business day. The missed time entry can be manually
enWered aW an\ ³clock´ b\ Whe emplo\ee, and mXsW reflecW Whe acWXal Wime WhaW Zork began
(for a missed ³clock in´) or Zhen Zork sWopped (for a missed ³clock oXW´).

¾ Emplo\ees coXld be sXbjecW Wo disciplinar\ acWion if a paWWern of µmissed¶ pXnches is
detected.

¾ Clock in and out times will be rounded to the nearest quarter hour with a 7-minute grace
period.

¾ Every employee is expected to work times designated on his or her designated work
schedule and is required to obtain advance express permission to deviate from the
schedule.

Falsification, Tampering, and Unauthorized Viewing ± The Frontline system is designed to record 
actual work times, and employees are required to use it consistently to that end.  Any falsification, 
manipulation, tampering, unauthorized use, or other misuse of the system is against the rules and will 
result in disciplinar\ acWion. IW is difficXlW Wo lisW all Whe Za\s WhaW YiolaWions of Whe Board¶s rXles ma\ 
occur, and actions to address such violations should not be necessary if the following simple 
principles are followed: 

¾ Clock in when you begin work.
¾ Clock out when you begin your duty free break periods (non-exempt employees).
¾ Clock in when you begin work again after your duty free break (non-exempt employees).
¾ Clock out when you stop working for the day (non-exempt employees).
¾ Use your own identification badge to use the Frontline system and do not ever clock in or

out for someone else.
¾ Work your scheduled hours unless express permission is given to work otherwise by your

supervisor.
¾ Correct mistakes, errors or omissions immediately.
¾ Check your time, make sure it is correct, and certify it weekly.
¾ Be honest, forthright, and communicate if there are problems.
¾ A failure to abide by any of the above will constitute misuse of the Frontline rules.

Abuse or misuse of the system may result in disciplinary action, which may include termination 
for serious incidents.  Such incidents include, but are not limited to, the following:  

¾ Any attempt to tamper with timekeeping hardware or software
¾ PXnching in for anoWher emplo\ee (i.e. ³bXdd\ pXnching´)
¾ UnaXWhori]ed YieZing of anoWher emplo\ee¶s Wime in Whe Frontline system
¾ False reporting
¾ Manipulation of time system
¾ Other misuse of the system
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Clock Problems ± If an employee is unable to punch in or out because of a time clock malfunction, 
iW is Whe emplo\ee¶s responsibiliW\ Wo immediaWel\ inform his or her sXperYisor of Whe malfXncWion and 
the need for correction. The employee can then manually enter his or her time into the system and 
the Payroll office can remove the missed punch notation. 

Lunches/Breaks ± Every non-exempt employee is required to take his or her duty free lunch if such 
a lunch is scheduled (whether or not the specific time for that lunch is assigned).  No non-exempt 
emplo\ee is permiWWed Wo skip lXnch, Zork WhroXgh lXnch, Wake a ³lXnch break´ aW his or her desk, or 
oWherZise deYiaWe from Whe schedXle ZiWhoXW e[press adYance permission Wo do so.  Being ³Woo 
bXs\´ for lXnch or breaks is noW a Yalid reason Wo miss lXnch or breaks ZiWhoXW permission.  All non-
exempt employees are required to swipe in and out for lunch or any other duty free break.  
However, exempt employees are not required to record their time spent at lunch or any other break. 
A non-exempt employee who leaves the building to run a personal errand during a break period is 
required to clock out from the terminal and clock back in upon returning to the work site.  

Unreported Hours ± No non-e[empW emplo\ee is eYer aXWhori]ed Wo ³Zork off Whe clock.´  Working 
off the clock is strictly prohibited.  Employees are required to clock in before performing any work.  
Non-e[empW emplo\ees are noW permiWWed Wo ³clock oXW´ before acWXall\ sWopping work.  Forgetting to 
clock in or out is not a legitimate reason for working off the clock.  Having too much to do or not 
being able to finish work is also not a legitimate reason for working off the clock. No employee of the 
Board (including principals, supervisors, and directors) has the authority to direct that any non-
exempt employee work off the clock. All time worked must be recorded and reported, without 
exception. 
Employees that underreport or fail to report hours worked could be subject to disciplinary action. 
Once an employee has clocked in, he or she is responsible for promptly starting work. Dealing with 
personal maWWers or simpl\ noW Zorking Zhile clocked in is considered ³riding Whe clock´ and Zill be 
grounds for disciplinary action. 

Processing of Electronic Time Reports – The Payroll Office will close the work week in Frontline 
according to a pre-set schedule to ensure that time adjustments and leave taken are properly and 
promptly recorded.  Therefore, it is imperative that Frontline users resolve all missed punches, leave 
taken, etc. within (2) days of the end of the previous week. 
Each supervisor or designee does not need to print timecards (for the period identified in the Payroll 
Schedule) from Frontline and ask the employee to review and sign.  Instead, the employee will be 
expected to review his or her timecard weekly, correct any errors or omissions, and approve the 
time entries using the Frontline terminal or by accessing the online Frontline system through a 
computer.  If the supervisor is satisfied with the hours reported, he or she will also approve the 
timecard.  This process, which has occurred monthly, will now take place on a weekly basis so that 
the Payroll office can properly process payroll each month. 

Overtime ± Non-exempt employees are expected to complete all of their work during scheduled 
work hours and are not permitted to work overtime unless it is specifically approved by their 
respective supervisor(s). Working overtime without permission is strictly prohibited and will subject 
the employee to disciplinary action. 

Compensatory Time – As a public employer, the Board is permitted to pay overtime as 
compensatory time in lieu of cash overtime pay. Exempt personnel are not eligible for this type of 
compensatory time, as they do not earn overtime pay.  
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The Baldwin County Board of Education permits employees to choose each year whether overtime 
should be paid as cash wages or as compensatory time.  Accordingly, each July 1, non-exempt 
employees must complete a Compensatory Time Agreement in order to receive comp time for any 
time worked outside of his or her approved and normal schedule.  
Once this agreement is signed, the employee is committed to accept compensatory time in lieu of 
extra cash payments (including both straight time and overtime) through June 30thof the following 
year.  The Frontline system will be configured for any employee that completes a Comp Time 
Agreement to automatically credit the employee with comp time for any extra pay worked. 
Every effort should be made to exhaust any accrued comp time by June 30th of the year following 
the compensatory time agreement. Comp time should be used first, prior to using other forms of 
leaYe. The Board reserYes Whe righW Wo ³pa\ doZn´ an\ emplo\ee¶s compensatory time balance as 
needs may require. 

Pay Deductions ± If an employee is absent and has used up all available leave days, he or she 
shall be subject to pay deductions for the time missed based on his or her daily rate of pay. 

Frontline Managers – Frontline Managers will be Principals, Directors, and 
Supervisors/Coordinators who are heads of departments.  Frontline managers will review time data 
on a daily basis to identify potential omissions, resolve issues, and otherwise manage their 
respective departments. 

Lost or Misplaced ID Badge – The primary way to clock in and clock out and initiate Frontline 
fXncWions is Wo ³sZipe´ Whe bar coded ID Badge. If \oX haYe losW or misplaced \oXr ID badge, \oX 
can manually login using your employee number.  Losing or misplacing your ID badge will not be an 
excuse for a failure to clock in and clock out or otherwise fail to use the Frontline system. 

Edit Reports ± The Payroll Office will generate reports on a regular basis to monitor the use of the 
Frontline system and its recordkeeping functions. In the event there is an issue, the Payroll Office 
will contact the Frontline Manager for the site and request that the issue be resolved within 24 
hours. 

Adding and Removing Employees from the System – The Payroll Office will administer the 
addition and removal of employees to and from the system.  This data will be extracted from the 
Nextgen payroll software and populated into the Frontline system. 

Questions – Please communicate any questions you may have to your supervisor prior to 
contacting the Payroll Office. 
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1 NHZ <HDU’V DD\ 
1-3 CKULVWPDV BUHDN
6 THDFKHU :RUNGD\
7 THDFKHU PD

20 MLK JU. DD\ 

3-4 MDUGL GUDV
5-7 THDFKHU PD/
:RUNGD\
13 HQG RI Q3 (41)

14-18 SSULQJ BUHDN

21 THDFKHU PD 

22 ODVW GD\ RI VFKRRO 
(44) 
23 THDFKHU ZRUNGD\ 
26 MHPRULDO DD\ 

19 JƵŶeƚeeŶƚh 

2 LDERU DD\ 

11 HQG RI Q1 (46) 
14-15 FDOO BUHDN IRU VWXGHQWV
14-15 THDFKHU PD/:RUNGD\
16 E-LHDUQLQJ DD\

11 9HWHUDQ’V DD\ 
25-29 TKDQNVJLYLQJ EUHDN
28 TKDQNVJLYLQJ DD\

20 EQG RI SHPHVWHU (42) 
23-31 CKULVWPDV BUHDN
25 CKULVWPDV DD\

1-7 THDFKHU PD/:RUNGD\V
8 FLUVW DD\ RI SFKRRO

4 IQGHSHQGHQFH DD\ 

BDOGZLQ CRXQW\ BRDUG RI EGXFDWLRQ 
2024-2025 CDOHQGDU 

FLUVW DQG LDVW DD\ RI SFKRRO THDFKHU :RUNGD\/SWXGHQW HROLGD\ 

HROLGD\ IRU SWXGHQWV/THDFKHUV THDFKHU PD/ SWXGHQW HROLGD\  

EQG RI QXDUWHU      E-LHDUQLQJ          THDFKHU PD/Workdays (TBD) 

173 Student Days 14 Teacher Workday/PD 

JXl\ 2024 
SX MR TX We Th FU Sa 

1 2 3 4 5 6 
7 8 9 10 11 12 13 

14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 30 31 

AXgXVW 2024 
SX MR TX We Th FU Sa 

1 2 3 
4 5 6 7 8 9 10 

11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 31 

SepWember 2024 
SX MR TX We Th FU Sa 
1 2 3 4 5 6 7 
8 9 10 11 12 13 14 
15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 

OcWober 2024 
SX MR TX We Th FU Sa 

1 2 3 4 5 
6 7 8 9 10 11 12 
13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 28 29 30 31 

NoYember 2024 
SX MR TX We Th FU Sa 

1 2 
3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
24 25 26 27 28 29 30 

December 2024 
SX MR TX We Th FU Sa 
1 2 3 4 5 6 7 
8 9 10 11 12 13 14 

15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 31 

JanXar\ 2025 
SX MR TX We Th FU Sa 

1 2 3 4 
5 6 7 8 9 10 11 

12 13 14 15 16 17 18 
19 20 21 22 23 24 25 
26 27 28 29 30 31 

FebrXar\ 2025 
SX MR TX We Th FU Sa 

1 
2 3 4 5 6 7 8 
9 10 11 12 13 14 15 

16 17 18 19 20 21 22 
23 24 25 26 27 28 

March 2025 
SX MR TX We Th FU Sa 

1 
2 3 4 5 6 7 8 
9 10 11 12 13 14 15 
16 17 18 19 20 21 22 
23 24 25 26 27 28 29 
30 31 

April 2025 
SX MR TX We Th FU Sa 

1 2 3 4 5 
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13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 28 29 30 

Ma\ 2025 
SX MR TX We Th FU Sa 

1 2 3 
4 5 6 7 8 9 10 

11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 31 

JXne 2025 
SX MR TX We Th FU Sa 
1 2 3 4 5 6 7 
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15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 
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January 25

M T W T F S
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

2024-2025

182-DAY REGULAR EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________

__________________________AUGUST ____________________________
2 FIRST DAY FOR 182-DAY REGULAR EMPLOYEES!!
1-7    TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER__________________________
14-15 FALL BREAK FOR 182 DAY EMPLOYEES  (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

__________________________JANUARY____________________________
1-6 NEW YEAR HOLIDAY (1-2 All Employees) 
7 182-DAY REGULAR EMPLOYEES RETURN FROM CHRISTMAS/NEW

YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-5 MARDI GRAS HOLIDAY
6-7 TEACHER WORKDAYS/ PD/EMPLOYEE WORKDAYS (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK (17-18 All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
23 LAST DAY FOR 182-DAY REGULAR EMPLOYEES!! 

(Teacher/Employee Workday)

____________________________JUNE______________________________
19 JUNETEENTH HOLIDAY (All Employees) 

21

20

21

15

15

18

20

18

17

17

92 Dys 90 Dys
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M T W T F S
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28 29 30 31
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M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Aides/Paraprofessionals
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23 24 25 26 27 28

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

2024-2025

182-DAY BUS DRIVER EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________

__________________________AUGUST ____________________________
1 FIRST DAY FOR 182-DAY BUS DRIVER EMPLOYEES!!
1-7 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays – (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER__________________________
14-15 FALL BREAK  (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

___________________________JANUARY____________________________
1-6 NEW YEAR HOLIDAY (1-2 All Employees)
7 182-DAY BUS DRIVER EMPLOYEES RETURN FROM CHRISTMAS/

NEW YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

__________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-7 MARDI GRAS HOLIDAY

___________________________APRIL______________________________
14-18 SPRING BREAK (17-18 All Employee)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE
23 SYMPOSIUM
26 MEMORIAL DAY (All Employees) 
27 LAST DAY FOR 182-DAY BUS DRIVER EMPLOYEES!! 

(End of year bus cleaning)

____________________________JUNE______________________________
19 JUNETEENTH HOLIDAY (All Employees)

22

20

21

15

15

18

20

16

17

18

93 Dys 89 Dys

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Bus Drivers
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2024-2025

185-DAY CNP EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________

___________________________AUGUST____________________________
1 FIRST DAY FOR 185-DAY CNP EMPLOYEES!!
1-7    TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All employees)

__________________________OCTOBER____________________________
14-15 FALL BREAK FOR 185 DAY EMPLOYEES (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

__________________________JANUARY____________________________
1-3 NEW YEAR HOLIDAY (All Employees) 
6 185-DAY CNP EMPLOYEES RETURN FROM CHRISTMAS/NEW

YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
7 TEACHER WORKDAY/PD/EMPLOYEE WORKDAY (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-4 MARDI GRAS HOLIDAY
5-7 TEACHER WORKDAY/EMPLOYEE WORKDAY (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK HOLIDAY (17-18 All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday) 

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
23 LAST DAY FOR 185-DAY CNP EMPLOYEES!! 

___________________________JUNE________________________________
19 JUNETEENTH HOLIDAY (All Employees)

22

20

21

15

15

19

20

19

17

17

93 Dys 92 Dys

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

S
January 25

M T W T F S
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

S
February 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
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2024-2025

187-DAY CNP MANAGERS

BALDWIN COUNTY SCHOOL CALENDAR

__________________________JULY_______________________________

___________________________AUGUST____________________________
1 FIRST DAY FOR 187-DAY CNP MANAGERS!!!
1-7    TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER____________________________
14-15 FALL BREAK FOR 187-DAY CNP MANAGERS  (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

__________________________JANUARY____________________________
1-3 NEW YEAR HOLIDAY (All Employees)
6 187-DAY CNP MANAGERS RETURN FROM CHRISTMAS/NEW

YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-4 MARDI GRAS HOLIDAY
5-7 TEACHER WORKDAY/PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK HOLIDAY (17-18 All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
23 TEACHER WORKDAY/EMPLOYEE WORKDAY (Student Holiday)
26 MEMORIAL DAY HOLIDAY (All Employees) 
28 LAST DAY FOR 187- DAY CNP MANAGERS!!

__________________________JUNE______________________________
19 JUNETEENTH HOLIDAY (All Employees)

22

20

21

15

15

19

20

19

17

93 Dys 94 Dys

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

S
January 25

M T W T F S
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

S
February 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

19
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2024-2025

187/189*-DAY REGULAR EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________

__________________________AUGUST ____________________________
1 FIRST DAY FOR 187/189* -DAY REGULAR EMPLOYEES!!
1-7    TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER__________________________
14-15 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All employees)

__________________________JANUARY____________________________
1-3 NEW YEAR HOLIDAY (1-2 All Employees)
6 187/189*-DAY REGULAR EMPLOYEES RETURN FROM CHRISTMAS/   

NEW YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-4 MARDI GRAS HOLIDAY 
5-7 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK HOLIDAY (17-18 All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
23 LAST DAY FOR 187/189*-DAY REGULAR EMPLOYEES!! 

(Teacher/Employee Workday)

____________________________JUNE______________________________
19 JUNETEENTH HOLIDAY (All Employees) 

22

20

23

15

15

19

20

19

17

17

95 Dys 92 Dys

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

S
February 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

*Timeline for TEAMS Teachers 2 required
FLEX days for professional development is

June 1, 2024 – May 31, 2025.

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

9-month teachers
*9-month TEAMS teachers
9-month counselors
9-month nurses - RN/LPN
Social Workers

*2 - Flex Dys

S
1

January 23
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
January 25

M T W T F S
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31
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2024-2025

202-DAY CUSTODIAL EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________

__________________________AUGUST ____________________________
1 FIRST DAY FOR 202-DAY CUSTODIAL EMPLOYEES!! 
1-7     TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All employees)

__________________________OCTOBER__________________________
14 FALL BREAK 
15 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

__________________________JANUARY____________________________
1-3 NEW YEAR HOLIDAY (All Employees)
6 202-DAY CUSTODIAL EMPLOYEES RETURN FROM CHRISTMAS/NEW

YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-4 MARDI GRAS HOLIDAY
5-7 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK HOLIDAY (17-18 All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
26 MEMORIAL DAY HOLIDAY (All Employees)

____________________________JUNE______________________________
17 LAST DAY FOR 202-DAY CUSTODIAL EMPLOYEES!!

(10-Month Custodial Employees should work their normal hourly  day on the 
16th & 17th instead of a 10-hour day)

19 JUNETEENTH HOLIDAY (All Employees) 

22

20

22

15

15

19

20

19

17

21

94 Dys 108 Dys

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
January 25

M T W T F S
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

S
February 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

12

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

12

Summer 2024 four-day work schedule will be
June 3, 2024 – July 26, 2024.

10-month custodians
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2024-2025

202-DAY REGULAR EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________
22 FIRST DAY FOR 202-DAY REGULAR EMPLOYEES!!

__________________________AUGUST ____________________________
1-7    TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER__________________________
14-15 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)
16 TEACHER WORKDAY/PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

__________________________JANUARY____________________________
1-3 NEW YEAR HOLIDAY (1-2 All Employees)
6 202-DAY REGULAR EMPLOYEES RETURN FROM CHRISTMAS/NEW

YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-4 MARDI GRAS HOLIDAY
5-7 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK (All Employees 17-18)
21 TEACHER WORKDAY/PD/EMPLOYEE WORKDAY(Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
26 MEMORIAL DAY HOLIDAY (All Employees)

____________________________JUNE______________________________
4 LAST DAY FOR 202-DAY REGULAR EMPLOYEES!!

(10-Month Regular Employees should work their normal hourly work day
on the 2nd, 3rd and 4th instead of the 10-hour day)

19 JUNETEENTH HOLIDAY (All Employees)

22

20

23

15

15

19

20

19

17

21

103 Dys 99 Dys

S
January 25

M T W T F S
1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

S
February 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

3

8

Summer 2024 four-day work schedule will be
June 3, 2024– July 26, 2024.

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

10-month teachers
10-month nurses - RN
10-month counselors
AFJROTC
Clerks
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2024-2025

222-DAY EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________
1 FIRST DAY FOR 222-DAY EMPLOYEES!!
4 INDEPENDENCE DAY HOLIDAY (All Employees) 

__________________________AUGUST ____________________________
1-7    TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER__________________________
14-15 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)
16 TEACHER PD/EMPLOYEE WORKDAY (Student E-Learning)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
25-29 THANKSGIVING HOLIDAY (28-29 All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (23-31 All Employees)

__________________________JANUARY____________________________
1-3 NEW YEAR HOLIDAY (All Employees)
6 222-DAY EMPLOYEES RETURN FROM CHRISTMAS/NEW

YEAR HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
3-4 MARDI GRAS HOLIDAY
5-7 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS (Student Holiday)

___________________________APRIL______________________________
14-18 SPRING BREAK (17-18 All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE  
26 MEMORIAL DAY HOLIDAY (All employees) 

____________________________JUNE______________________________
12 LAST DAY FOR 222-DAY EMPLOYEES!!
19 JUNETEENTH HOLIDAY (All Employees)
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S
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2 3 4 5 6 7 8
9 10 11 12 13 14 15
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S
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2 3 4 5 6 7 8
9 10 11 12 13 14 15
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23 24 25 26 27 28 29
30 31

S
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6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
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S
April 25
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S
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M T W T F S
2 3 4 5 6 7
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S
May 25
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11 12 13 14 15 16 17
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June 25
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9

Summer 2024 four-day work schedule will be 
June 3, 2024– July 26, 2024.

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

11-month teachers
Navy JROTC
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2024-2025

242-DAY EMPLOYEES

BALDWIN COUNTY SCHOOL CALENDAR

___________________________JULY_______________________________
4 INDEPENDENCE DAY HOLIDAY (All Employees) 

__________________________AUGUST ____________________________
1-7 TEACHER WORKDAYS/PD/EMPLOYEE WORKDAYS

Teacher Professional Development/Workdays (TBD)
8 FIRST DAY OF STUDENT ATTENDANCE

_________________________SEPTEMBER___________________________
2 LABOR DAY HOLIDAY (All Employees)

__________________________OCTOBER____________________________
14-16 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

_________________________NOVEMBER___________________________
11 VETERAN’S DAY HOLIDAY (All Employees)
28-29 THANKSGIVING HOLIDAY (All Employees)

_________________________DECEMBER___________________________
23-31 CHRISTMAS HOLIDAYS (All Employees)

__________________________JANUARY____________________________
1-2 NEW YEAR HOLIDAY (All Employees) 
3 242-DAY EMPLOYEES RETURN FROM CHRISTMAS/NEW YEAR 

HOLIDAYS!! Teacher PD/Employee Workday (Student Holiday)
8 STUDENTS RETURN 
20 MLK Jr. HOLIDAY (All Employees)

_________________________FEBRUARY____________________________

__________________________MARCH______________________________
5-7 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________APRIL______________________________
17-18 SPRING BREAK HOLIDAY (All Employees)
21 TEACHER PD/EMPLOYEE WORKDAY (Student Holiday)

___________________________MAY________________________________
22 LAST DAY OF STUDENT ATTENDANCE 
26 MEMORIAL DAY HOLIDAY (All Employees)

____________________________JUNE______________________________
19 JUNETEENTH HOLIDAY (All Employees)

22
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20

20

21

20

21

120 Dys 122 Dys

S
July 24

M T W T F S
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

S
January 25
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1 2 3 4

5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

S
February 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28

S
1

September 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

S
March 25

M T W T F S
1

2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

S
October 24

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

S
April 25

M T W T F S
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

S
November 24

M T W T F S
1 2

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

S
1

December 24
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

S
May 25

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

22

20

Summer 2024 four-day work schedule will be
June 3, 2024– July 26, 2024.

S
August 24

M T W T F S
1 2 3

4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

S
1

June 25
M T W T F S
2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

12-month employees
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Baldwin County Public School Policy 
Information on the Drug-Free Workplace 

Act of 1988 

 
 

Federal Law, Board Policy Demand a Drug-Free Workplace 
This form is provided to all employees in an effort to promote an awareness of drug-free 
workplace legislation and Baldwin County Board of Education regulations dealing with a 
drug/alcohol-free workplace. 

 
The use, possession, distribution, or manufacturing of drugs or alcohol, and/or being under the 
influence of drugs or alcohol in the workplace is a violation of Board policy. These prohibited 
activities adversely affect health, safety and productivity, as well as public confidence and trust. 
Drug or alcohol use in the workplace interferes with the ability of workers to meet satisfactorily 
the requirements of their jobs. It reduces the emplo\ee¶s dependability, efficiency, and safe 
performance of job responsibilities and can affect negatively an entire organization. 

 
Policy #4.2.6 and 4.2.7 

In order to protect the health, welfare and safety of students, all employees are prohibited 
from possessing, using, consuming, manufacturing, or distributing illegal controlled 
substances and alcohol while on Board property or while attending any Board sponsored or 
sanctioned event, program, activity, or function.  Employees who are intoxicated or impaired 
by the use, consumption or ingestion of any illegal controlled substance or alcohol are not 
permitted to be on school property, or to attend or participate in any Board sponsored or 
sanctions event, program, activity, or function.  Employees who violate this policy will be 
subject to all notification, referral, suspension, placement, re-admission, and other provisions 
set forth in Ala. Code § 16-1-24.1 and 24.3 (1975).   

 
Policy # 5.20.2 

In addition to activities identified in other policies, rules, and procedures, Board employees 
are prohibited from the following: 
¾ Reporting for duty or remaining on duty to perform safety-sensitive functions while 

having an alcohol concentration in excess of the standard set by the Federal Highway 
Administration (FHWA); 

¾ Being on duty or operating a vehicle while possessing alcohol 
¾ Consuming alcohol while performing safety-sensitive functions; 
¾ Consuming alcohol within eight (8) hours following an accident for which a post-accident 

alcohol test is required, or prior to undergoing a post-accident alcohol test, whichever 
comes first; 

¾ Refusing to submit to an alcohol or controlled substance test required by post-accident, 
random, reasonable suspicion, or follow-up testing requirements; 

¾ Consuming alcohol or being under the influence of alcohol within eight (8) hours of going 
on duty, operating, or having physical control of a vehicle; 
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¾ Reporting for duty or remaining on duty when using any controlled substance, except 
when instructed by a physician who has advised the driver and the Board that the 
substance does not adversely impact the performance of any safety-sensitive duty; 

¾ Reporting for duty, remaining on duty, or performing safety sensitive functions with 
controlled substances in the emplo\ee¶s s\stem. 
 

In the event of a violation of this policy, the employee shall be removed immediately from 
safety-sensitive duties and shall be subject to such further actions, including disciplinary 
action up to and including termination, as deemed appropriate by the Superintendent and 
the Board. 
 

Policy # 5.20.3 
The Superintendent is directed to establish a testing program whereby all covered employees will 
be tested for the presence of alcohol and controlled substances. The following tests may be 
conducted: 
 
¾ Pre-employment Testing ± Prior to the first time a covered employee performs a safety-

sensitive function for the Board, the employee must undergo testing for alcohol and controlled 
substances. 

¾ Post-accident Testing ± Each surviving driver who is involved in an accident involving a 
school bus shall submit to alcohol and controlled substance testing as soon as practicable 
following such accident if such driver: 
¾ Was performing a safety-sensitive function with respect to such vehicle and the 

accident involved the loss of human life, or 
¾ Such driver receives a citation within eight (8) hours of the occurrence under the state 

or local law for a moving traffic violation arising from the accident and the accident 
involved either: 

¾ Bodily injury to any person who, as a result of the injury, immediately receives 
medical treatment away from the scene of the accident, or 

¾ One or more motor vehicles incurs disabling damage requiring the motor 
vehicle to be transported away from the scene by a tow truck or other motor vehicle. 
 
Each such driver shall remain readily available for such testing and if he does not remain so 
readily available, may be deemed to have refused to submit to testing. Transportation 
supervisors shall provide drivers with necessary post-accident information, procedures and 
instructions, prior to the driver operating the school bus, so that drivers will be able to 
comply with the requirements of this policy. 
 
The tests required by this subsection shall be administered as soon as practicable 
following the accident. If the alcohol test is not administered within two hours following 
the accident, the supervisor will prepare and maintain a record stating the reasons. If the 
alcohol test is not administered within eight hours, and the controlled substances test 
within 32 hours, the same record shall be made and further efforts to administer such 
tests shall cease. 
 
¾ Random Testing ± The Board will conduct unannounced random alcohol and controlled 

substance testing of its covered employees. 
¾ Reasonable Suspicion Testing ± A covered employee must submit to alcohol or controlled 

substance testing whenever there is reasonable suspicion of alcohol misuse or the use of 
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controlled substances based on specific, contemporaneous, and articulable observations 
concerning the appearance, behavior, speech, or bodily odors of the employee. 

¾ Return-to-Duty Testing ± A covered employee must submit to return-to-work alcohol and/or 
controlled substance test before being permitted to return to work following a positive alcohol 
or controlled substance test or other violation of this policy or federal regulations. 

¾ Follow-up Testing ± Any employee who continues performing safety-sensitive functions for 
the Board, following a determination that the employee requires assistance in resolving 
problems associated with alcohol misuse or the use of controlled substances, shall be subject 
to unannounced follow-up alcohol or controlled substance testing as directed b\ the Board¶s 
substance abuse professional (SAP). 

 
Policy # 5.20.4 

The Superintendent is authori]ed to oYersee the Board¶s testing program, to contract with 
appropriate providers to implement the program, to develop guidelines, rules and regulations, to 
implement training programs, to develop and distribute educational materials and appropriate 
notices to covered employees, and to take such further action as may be required by federal law. 
 

Policy # 5.20.5 
In accordance with federal law, covered employees must consent to an appropriate federal 
Drug & Alcohol Clearinghouse query in order to operate a commercial motor vehicle for the 

Board. Each coYered emplo\ee must sign a limited consent for the Board¶s designee to 
conduct a limited Clearinghouse query. Any covered employee who declines to give consent 
for a limited query will not be permitted to operate a commercial motor vehicle for the Board 

until such consent is given. Limited queries do not reveal specific information about 
employees. If a limited query shows that there is information in the Clearinghouse on the 
covered employee, the covered employee must consent to a full query, which must be 

conducted immediately. The covered employee will not be permitted to drive or perform 
safety-sensitiYe functions until the quer\ results confirm that the emplo\ee¶s Clearinghouse 

record contains no prohibitions as defined under the regulations. Any covered employee 
whose record reveals such prohibitions will not be permitted to drive or otherwise perform 
safety-sensitive functions until the covered employee successfully completes the return-to-
dut\ process. An\ coYered emplo\ee¶s refusal to consent or to successfull\ complete the 

return-to-duty process in accordance with federal law will be subject to disciplinary action up 
to and including termination. 

 
Policy # 5.20.6 

The following information will be reported to the Clearinghouse in accordance with FHWA 
regulations: 

¾ A verified positive, adulterated, or substituted drug test; 
¾ An alcohol confirmation test with a concentration of 0.04 or higher; 
¾ A refusal to submit to any test required by law, as enumerated above; 
¾ The Board¶s report of actual knoZledge as defined b\ laZ (i.e., direct obserYation, 

information from previous employer(s), or a traffic citation for driving a commercial motor 
vehicle while under the influence of alcohol or controlled substances), of: 
¾ On duty use; 
¾ Pre-duty use; 
¾ Alcohol use following an accident; 
¾ Controlled substance use; 
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¾ A substance abuse professional¶s (SAP) (as defined b\ laZ) report of successful 
completion of the return-to-duty process; 

¾ A negative return-to-duty test; and 
¾ The Board¶s report of completion of folloZ-up testing. 

 

Policy # 5.20.7 
The availability of a return-to-duty process and/or follow-up testing under this policy does not 
obligate the Board to provide an employee with those opportunities. The Board reserves the right 
to terminate or otherwise discipline employees who violate this policy in accordance with 
applicable state law. 

[Reference: 49 U.S.C. §31306a; 49 C.F.R. §382.701, et. seq. Omnibus Transportation Employee Testing Act 
of 1991] 

 
The Drug-Free Workplace Act of 1988 

The Drug-Free Workplace Act of 1988, 41 U.S.C. § 801 et. seq. and formerly cited as 41 
U.S.C.A. § 701 et. seq., is designed to deal comprehensiYel\ Zith the nation¶s problem of drug 
abuse.  The Act requires that federal grantees and some recipients of federal contracts certify 
that they will provide a drug-free workplace. Each federal grantee is required to make such a 
certification before receiving a contract or grant from a federal agency, such as the Department 
of Education. The penalty to the Board of Education for noncompliance can be as severe as the 
loss of federal grants for a period of five years. The requirements of the Act affect the Board of 
Education in that the Board is a federal grantee receiving direct funds for programs such as 
Chapter I, Chapter II, Drug-Free Schools and Communities, Vocational Education, Individuals 
with Disabilities Education Act, Dropout Preventions, After School Care programs and others.  

 

Employee Assistance 
The Baldwin County Board of Education cares about the health and well-being of its employees 
and recognizes that a variety of personal problems can disrupt their personal and work lives. 
Should an employee want to seek treatment or rehabilitation services or speak with someone 
regarding ongoing drug or alcohol use, the Baldwin County Board of Education encourages its 
employees to seek counsel through the Baldwin County Board of Education Employee 
Assistance Program (EAP). Through the Baldwin County Board of Education EAP, the Baldwin 
County Board of Education provides, at no cost to you, an opportunity for employees to discuss 
substance abuse and other personal or emotional problems through confidential counseling 
services. To find out more information on how the Baldwin County Board of Education EAP may 
help you, visit www.upriseheath.com or call (800) 395-1616.   
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6.25 Bullying, Harassment, Violence, 
and Threats of Violence, Suicide 

Awareness Prevention  

6.25.1 Prohibition 

The Baldwin County Public School System is committed to providing a safe and 
supportive learning environment in which all members of the school community are 
treated with respect.  Bullying, violence, and threats of violence, and intimidation are 
prohibited and constitute unacceptable behavior that will not be tolerated. 

No student shall engage in nor should any be subjected to bullying, violence, threats of 
violence, or intimidation by any other student that is based on any of the specific 
characteristics set forth in this policy.  Students who violate this policy will be subject to 
appropriate disciplinary sanctions as specified in the Student Code of Conduct, subject 
to the investigating school administrator’s authority and decision and in accordance with 
applicable Federal and State law.   

6.25.2 Definitions 

¾ Bullying - a continuous pattern of intentional behavior on or off of school property,
on a school bus, or at a school-sponsored function including, but not limited to,
cyberbullying or written, electronic, verbal, or physical actions that are reasonably
perceived as being motivated by any characteristic of a student, or by the
association of a student with an individual who has a particular characteristic, if the
characteristic falls into one of the categories of personal characteristics contained
in this policy.  To constitute bullying, a pattern of behavior may do any of the
following:

¾ Place a student in reasonable fear of harm to his or her person or damage
to his or her property.

¾ Have the effect of substantially interfering with the educational performance,
opportunities, or benefits of a student.

¾ Have the effect of substantially disrupting or interfering with the orderly
operation of the school.

¾ Have the effect of creating a hostile environment in the school, on school
property, on a school bus, or at a school-sponsored function.
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¾ Have the effect of being sufficiently severe, persistent, or pervasive enough
to create an intimidating, threatening, or abusive educational environment
for a student.

¾ Hostile environment - the perception by an affected student that the conduct of
another student constitutes a threat of violence or bullying and that the conduct is
objectively severe or pervasive enough that a reasonable person, under the
circumstances, would agree that the conduct constitutes bullying, threat of assault,
or assault.

¾ Violence - the unjustified infliction of physical force by a student with the intent to
cause injury to another student or damage to the property of another student.

¾ Threat - a statement of an intention to inflict pain, injury, damage, or other hostile
action to cause fear of harm.  The intention may be communicated through an
electronic, written, verbal, or physical act to cause fear, mental distress, or
interference in the school environment.  The intention may be expressly stated or
implied and the person communicating the threat has the ability to carry out the
threat.

¾ Threat of violence - an unjustified expression of intention to inflict injury or damage
that is made by a student and directed to another student.

¾ Intimidation - an unjustified threat or other action that is intended to cause fear or
apprehension in a student.

¾ Student - a person who is enrolled in the Baldwin County Public School System.

6.25.3 Description of Behavior Expected of Students 

¾ Students are expected to treat other students with courtesy, respect, and dignity,
and to comply with the Student Code of Conduct.  Students are expected and
required (1) to comply with the requirements of law, policy, regulation, and rules
prohibiting bullying, violence, or intimidation; (2) to refrain from inflicting or
threatening to inflict violence, injury, or damage to the person or property of
another student, and (3) to refrain from placing another student in fear of being
subjected to violence, injury, or damage when such actions or threats are
reasonably perceived as being motivated by any personal characteristic of the
student that is identified in this policy.

¾ Bullying, intimidation, violence, or threats of violence are prohibited and will be
subject to appropriate disciplinary consequences and/or sanctions if the
perpetrator of such action is found to have based the prohibited action on one or
more of the following personal characteristics of the student:

¾ The student’s race;

¾ The student’s sex;
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¾ The student’s religion;

¾ The student’s national origin;

¾ The student’s disability;

¾ The student’s marital status;

¾ The student’s sexual orientation; or

¾ The student’s gender identity.

6.25.4 Consequences for Violations 

A series of graduated consequences for any violation of this policy will be those outlined 
in Board Policy, the Student Code of Conduct, or any rule or standard adopted under 
authority of this policy. 

6.25.5 Reporting, Investigation, and Complaint Resolution Procedures 

Complaints alleging violations of this policy must be made on Board approved complaint 
forms available in the handbook, on the website, or at the school’s office.  The complaint 
must be signed by the student alleging the violation or by the student’s parent or legal 
guardian and delivered to the principal or the principal’s designee either by mail or 
personal delivery.  At the request of the complaining student or the student’s parent or 
legal guardian, incidental or minor violations of the policy may be presented and resolved 
informally.   

Upon receipt of the complaint, the principal or the principal’s designee will, in their sole 
discretion, determine if the complaint alleges a serious violation of this policy.  If the 
principal or the principal’s designee determines that the complaint alleges a serious 
violation, the principal or the principal’s designee will undertake an investigation of the 
complaint. The investigation will entail the gathering of relevant facts and evidence and 
will be conducted in a reasonably prompt time period taking into account the 
circumstances of the complaint. If the investigation establishes a violation, appropriate 
disciplinary sanctions will be imposed on the offending student(s).  Other measures that 
are reasonably calculated to prevent a recurrence of the violation(s) may also be imposed 
by the principal or the school system.   

Acts of reprisal or retaliation against any student who has reported a violation of this policy 
or sought relief provided by this policy are prohibited, and are themselves a violation of 
this policy.  Any confirmed acts of reprisal or retaliation will be subject to disciplinary 
sanctions that may include any sanction, penalty, or consequence that is available to 
school officials under the Code of Student Conduct.  A student who deliberately, 
recklessly, and falsely accuses another student of a violation of this policy will be subject 
to disciplinary sanctions as outlined in the Code of Student Conduct. 

83



The complaint form developed to report violations of this policy will include a provision for 
reporting a threat of suicide by a student.  If a threat of suicide is reported, the principal 
or the principal’s designee will inform the student’s parent or guardian of the report. 

6.25.6 Suicide Prevention 

To the extent that the legislature appropriates funds or the Board provides funds from 
other sources, the Superintendent is authorized to develop a program to implement the 
following statutory requirements of the Jason Flatt Act in an effort to prevent student 
suicide: 

¾ Foster individual, family, and group counseling services related to suicide prevention.

¾ Make referral, crisis intervention, and other related information available for students,
parents, and school personnel.

¾ Foster training for school personnel who are responsible for counseling and supervising
students.

¾ Increase student awareness of the relationship between drug and alcohol use and
suicide.

¾ Educate students in recognizing signs of suicidal tendencies and other facts and warning
signs of suicide.

¾ Inform students of available community suicide prevention services.

¾ Promote cooperative efforts between school personnel and community suicide prevention
program personnel.

¾ Foster school-based or community-based, or both, alternative programs outside of the
classroom.

¾ Develop a strategy to assist survivors of attempted suicide, students, and school
personnel in coping with the issues relating to attempted suicide, suicide, the death of a
student, and healing.

¾ Engage in any other program or activity which the Board determines is appropriate and
prudent in the efforts of the school system to prevent student suicide.
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¾ Provide training for school employees and volunteers who have significant contact with
students on the Board policies to prevent harassment, intimidation, and threats of
violence.

¾ Develop a process for discussing with students local board policies relating to the
prevention of student suicide and to the prevention of harassment, intimidation, violence,
and threats of violence.

¾ Provide annual training for all certificated. school employees in suicide awareness and
prevention. This training may be provided within the framework of existing inservice
training programs or as a part of required professional development offered by the school
system.

Students may be required to participate in curricular activities developed to implement the 
statutory requirements of the Jason Flatt Act and are encouraged to participate in any 
other activities or strategies developed by the Board for that purpose.  

6.25.7 Promulgation of Policy and Related Procedures Rules and Forms 

This Policy and any procedures, rules, and forms developed and approved to implement 
the policy will be published on the Board and school website, shall be available at each 
school office, and shall be included in the student handbook that is distributed to each 
student at the beginning of each school year.   

6.25.8 Construction of Policy 

This policy is supplemental to other Board policies and procedures and does not repeal, 
replace, or supersede any other prohibition on harassment, violence, threats of violence 
or intimidation found elsewhere in Board policy or procedure, including the Code of 
Student Conduct.  This policy shall not be construed to allow harassment, violence, 
threats of violence or intimidation for any reason not specifically listed in this policy or to 
prohibit the Board from disciplining students for acts of harassment, violence, threats of 
violence or intimidation not specifically listed herein.  Students who engage in 
harassment, violence, threats of violence or intimidation not specifically covered by this 
policy may be subject to appropriate disciplinary action in accordance with the Code of 
Student Conduct.  

[Reference: Ala. Code §16-28B-1, et seq. (1975)] 
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6.26 Child Sexual Abuse Prevention 

To the extent that the legislature appropriates funds or the Board provides funds from other 
sources, the Superintendent is authorized to develop an instructional program to implement 
the following statutory UeTXiUemenWV of EUin¶V LaZ in an effoUW Wo SUeYenW child Ve[Xal abXVe: 

¾ Techniques to teach children to recognize child sexual abuse, equip them with skills
to reduce their vulnerability, and encourage them to report the abuse.

¾ At least four sessions of instruction to reinforce the concepts learned in the program.

¾ Sessions conducted at least annually, building on skills learned in the previous years.

¾ Developmentally appropriate instruction for each grade level.

¾ Involvement of students as active learning participants, including discussions,
modeling, and role playing.

¾ The capacity to be delivered by a wide range of personnel and professionals,
including teachers, school counselors, and outside agency prevention educators;
provided that the personnel and professionals should have a thorough knowledge of
child sexual abuse, including how to respond appropriately to child sexual abuse
disclosures.

¾ An evaluation component with measurable outcomes.

¾ Instruction that is culturally sensitive and adaptable for use within varying school
contexts, including age, race, and special needs.

¾ An evidence-based curriculum, to the extent possible.

¾ A professional training component for administrators, teachers, and other school
personnel on talking to students about child sexual abuse prevention, effects of child
sexual abuse on children, handling of child sexual abuse disclosures, and mandated
reporting.

¾ A component that encourages parental involvement within the child sexual abuse
prevention program. This component shall inform parents about child sexual abuse
topics, including characteristics of offenders, grooming behaviors, and how to
discuss this topic with children.

[Reference: Ala. Code §16-40-9 (1975)]
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Transportation 

Mission Statement 

To deliver students safely, with care, ready to learn. 

Vision Statement 

To be a model of transportation excellence and innovation. 

Transportation Contacts 

Sam Ellis Transportation Coordinator 251-580-1604 or 251-350-1749

Robert “Glenn” Brown Supervisor 251-580-1919 or 251-370-3121

Johnelle Kelly Administrative Secretary 251-580-1604

Dee Conway Central Office Secretary 251-580-1919

Elnoria Roper Central Office Secretary 251-580-1894

John Fitzgerald South Baldwin Shop Foreman 251-943-2231 or 251-370-3107

Timothy Holly North Baldwin Shop Foreman 251-580-1894 or 251-370-3120

John Kleinschmidt North and South Baldwin Shop Foreman 251-580-1894 or 251-895-3997

Jacob Fields Supervisor 251-370-6732

Ernest “Brandon” Kelly Route Specialist- Bay Minette 251-370-4353

Elaine Whittington Route Specialist- Robertsdale, Fairhope 251-250-9220

Daniel Lowry Route Specialist- Foley, Elberta 251-233-3090

Devin Ward Route Specialist- Spanish Fort, Daphne 251-895-9401

Phillip “Dale” Owen Trainer 251-350-9822
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Transportation Employee Responsibilities 

Employees shall meet the minimum qualifications of their job description and demonstrate 
efficient performance skills in the area of assignment along with satisfactory accomplishment 
of their job requirements. 

Transportation Employees will: 

¾ Carry out and complete job duties in an acceptable manner and in a timely fashion.
¾ Complete all regular duties along with additional duties assigned by supervisors.
¾ Act in a professional manner at all times. Be respectful and be courteous to children,

parents, supervisors, other employees, and individuals that you encounter during your
work hours.

¾ Strictly adhere to the Baldwin County Board of Education Harassment and Violence
Policy.

¾ Report issues or complaints to immediate supervisors. Unresolved issues or complaints
involving an immediate supervisor are to be reported to the Transportation Coordinator.
Complaints involving the Transportation Coordinator should be reported to Human
Resources.

¾ Adhere to school system rules, administrative procedures, local board policies, and state,
federal, and local regulations, including random drug and alcohol testing.

¾ Maintain a valid Commercial Driver¶s license, Department of Transportation Medical
card and an Alabama Bus Driver Certificate.

¾ Arrive to work promptly in accordance with designated work schedules.
¾ Report absences and take leave in accordance with Board policies and procedures.
¾ Be responsible to cover call on a rotation schedule, which is provided by the shop

foreman.

Transportation Leave Procedures 

Annual / Personal Leave 

Transportation employees who plan to take annual or personal leave need to inform the 
coordinator at least 5 days ahead of time. Once approved, the employee will need to submit 
a time off request in the Frontline kiosk. Vacations must be approved by the Coordinator at 
least 30 days in advance. 

Personal/Family Illness or Unforeseen Emergencies 

Transportation employees who are unable to report to work should contact their immediate 
supervisor as soon as possible. Upon returning to work employees are to enter time off into 
the Frontline kiosk for approval by the Transportation Coordinator. 

Transportation employees who need to leave work early due to personal/family illness or 
personal reasons should inform the shop foreman or Administrative Secretary in the event the 
shop foreman is unavailable. Employees should submit leave in the Frontline kiosk prior to 
leaving work. In the event that illness or an emergency dictate otherwise, submit leave the 
following work day. 

89



  On-the-Job-Injury 

Transportation employees who receive an injury while working should immediately report the 
injury to their immediate supervisor or Administrative Secretary in the event the supervisor is 
unavailable. Employees should then complete the on-the-job injury paperwork as specified in 
the On-the-Job Injury Policy #5.12.4. See page 14 of the Employee Handbook for more 
information. 

Transportation General Procedures and Information 

Shop Arrival and Departure 

¾ Working hours are from 7:00 a.m. to 4:00 p.m. with a one-hour lunch, unless otherwise
specified by your Supervisor (to accommodate students).

¾ Summer hours are determined by the Superintendent and Transportation Coordinator.
¾ Employees will use time clocks to record time.
¾ Upon clocking in, employees are required to check with the shop foreman for repair

orders and depart from the shop no later than 7:30 a.m. unless the employee needs to:
¾ Complete work tasks at the shop
¾ Meet with the Administrative Secretary or shop foreman
¾ Remain at work longer per the request of the shop foreman

Please note: If you are aware of needing help on a complaint, you are to notify your shop 
foreman at this time so he can schedule other personnel to assist you. If you need help while 
out in the field, you are to notify the shop foreman (or his designee) at which point he will contact 
additional personnel to assist you. 

¾ Transportation employees may be provided lunch and/or breaks at the discretion of the
Transportation Coordinator. Work schedules, including break and/or lunch periods, will be
assigned by the Transportation Coordinator based on the needs of the department. The
Fair Labor Standards ACT (FLSA) does not require employees be given lunch or rest
breaks. The lunch site will be contingent upon the location where the employee is working
during lunch hours.

¾ Employees will use time clocks in lieu of signing in if time clocks are available.
¾ Employees are required to return to the shop no earlier than 3:45 p.m. unless the

employees needs to:
¾ Complete work tasks at the shop
¾ Pick up parts
¾ Meet with the Transportation Administrative Secretary or shop foreman
¾ Leave early due to illness or personal reasons
¾ Arrive back early per the request of the shop foreman

¾ It is the employee's responsibility to notify the designated supervisor if it appears they will
be   tardy. In the event the employee cannot give advanced notice, he/she is required to
contact the designated supervisor as soon as possible to let them know the reason for the
tardiness. Tardiness in excess of 15 minutes shall be submitted as leave.

¾ If an employee is needing to work over, permission from the immediate supervisor is
required.

¾ Regular scheduled work hours must be kept. Missing time must be filled with appropriate
leave.
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Work Attire 

¾ A uniform shall consist of a shirt bearing the Baldwin County Public Schools
emblem.

¾ Name tags furnished by the school system will be worn when entering school
buildings as well as your Crisis Alert Badge.

Tools and Equipment 

¾ Employees are not permitted  to use Baldwin  County Board of Education
tools/equipment for personal use.

¾ Employees are not permitted to use personal tools/equipment during the work day.
¾ Employees are required to properly discard Bald County Board of Education

tools/equipment and property per the supervisor¶s directives. Employees are not
permitted to keep any tools/equipment and property for personal gain.

Board Owned Vehicles 

¾ Employees are not allowed to drive Baldwin County Board of Education vehicles home
unless they are serving as the on‐call technician.

¾ Employees who drive district owned vehicles as part of their job duties must accept
responsibility for the safe and efficient operation of the vehicle.  Drivers must exercise
common sense and treat county vehicles with respect. Abuse of county vehicles will
not be tolerated.  It is the responsibility of each employee who is assigned and
operating a vehicle to obey all traffic laws and regulations.

¾ It is the responsibility of the employee who is assigned and operating a district owned
vehicle to schedule, with the appropriate Transportation Personnel, all routine
maintenance for the vehicle, at the designated service interval. Employees are also
expected to advise the Transportation Department of any malfunction or safety
deficiencies known to exist with the vehicle.

¾ Employees assigned a vehicle are responsible for seeing that the exterior of the vehicle
is washed regularly or when needed, as well as ensuring the interior of the vehicle is
cleaned regularly.

¾ All district vehicles are assigned a vehicle number for identification purposes, under
no circumstances are the numbers to be removed or defaced.

¾ If an employee is involved in an accident or receives a violation while operating a
district vehicle, you should first notify the coordinator at 251‐ 350‐1749 or the fleet
manager at 251-370-3121. The employee should then call the designated supervisor.
You may also call the Transportation main office number at 251-580-1894.

¾ District owned vehicles are to be used for carrying out responsibilities for the school
district and not for personal use.

School Campuses 

¾ Employees are to sign‐in at the front office upon arriving at any school campus and
notify the building principal or his designee of the purpose for entering the building.

¾ Technician should be aware of any children around buses during repairs or inspections.
¾ Technician will report any suspicious items found on or around school buses to the

Transportation Coordinator.
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 Employee Evaluations 

Transportation employees will be evaluated using the appropriate evaluation instrument as 
designated by the State Department of Education and/or by the Baldwin County Board of 
Education. Additional information will be provided by the designated supervisor. 
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Child Nutrition Program 

Mission Statement 

To enhance and maintain facilities which contribute to a positive learning environment for the 
students of Baldwin County Public Schools. 

Child Nutrition Contacts 

Erin Miller Child Nutrition Program Coordinator 251-223-3551

Darlene Webb Child Nutrition Program Supervisor 251-978-5019

Sherry Walls Child Nutrition Program Secretary 251-970-4402

Michelle Lewis Child Nutrition Accountant 251-626-0303

Cassie Harris Child Nutrition Program Accounts Payable 
Bookkeeper 

251-580-1887

Laighton Mitchell Technology Support Technician 251-350-0911

Joseph Griffith  Human Resources/CNP Technology Manager 251-281-3838

Yolanda 
Hawthorne 

Child Nutrition Program Lead Manager 251-284-6217

Carolyn Kerin Child Nutrition Program Lead Manager 251-325-9086

Misti Stafford Child Nutrition Program Lead Manager 251-250-9920
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Child Nutrition Program Employee Responsibilities 

Employees shall meet the minimum qualifications of their job description and demonstrate 
efficient performance skills in the area of assignment along with satisfactory accomplishment of 
their job requirements. 

Child Nutrition Employees will: 

¾ Carry out and complete job duties in an acceptable manner and in a timely fashion.
¾ Complete all regular duties along with additional duties assigned by manager, principal,

and/or Child Nutrition Coordinator.
¾ Act in a professional manner at all times. Be respectful and be courteous to children, parents,

supervisors, other employees, and individuals that you encounter during your work hours.
¾ Strictly adhere to the Baldwin County Board of Education Harassment and Violence

Policy.
¾ Report issues or complaints to immediate supervisors. Unresolved issues or complaints

involving a manager are to be reported to the school principal who will coordinate with the
Child Nutrition Program Coordinator. Complaints involving the Child Nutrition Program
Coordinator should be reported to the Human Resources Department.

¾ Adhere to school system rules, administrative procedures, local board policies, and state,
federal, and local regulations.

¾ Maintain a valid driYer¶V license.
¾ Arrive to work promptly in accordance with designated work schedules.
¾ Report absences and take leave in accordance with Board policies and procedures.

Child Nutrition Program Employees should not carry a cell phone on them while working in the 
kitchen, serving, or cleaning. Cell phones may only be used during break times or under 
special circumstances approved by the manager and/or Child Nutrition Program Coordinator. 
Headphones/earbuds/Bluetooth devices should not be worn by Child Nutrition Program 
employees during work hours.  

Child Nutrition Program Leave Procedures 

Local School Child Nutrition Program Employees should adhere to building‐level policies and 
procedures as indicated in the local school employee handbook. 

On‐the‐Job Injury 

Child Nutrition Program employees who receive an injury while working should immediately 
report the injury to the manager and principal who will coordinate with the Child Nutrition 
Program Coordinator. Employees should then complete the on‐the‐ job injury paperwork as 
specified in the On‐the‐Job Injury Policy #5.12.4.  
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Child Nutrition Program General Procedures and 
Information 

Cafeteria Arrival and Departure 

¾ CNP Employees working hours are scheduled by the CNP Manager and school principal
and are normally between the hours of 6:00-6:30 a.m. and 2:00-2:30 p.m. Employees
must adhere to working hours in order to best meet the needs of the cafeteria.

¾ CNP Managers working hours are determined by the school principal and/or CNP
Coordinator.

¾ Upon arriving to work, CNP Managers and employees must immediately begin work.
¾ Child Nutrition Program Employees may be provided lunch and or breaks at the

discretion of the principal or supervisor. Work schedules, including break and/or lunch
periods, will be assigned by the principal or supervisor based on program needs. The
Fair Labor Standards Act (FLSA) does not require employees be given lunch or rest
breaks.

¾ It is the emplo\ee¶V responsibility to notify the CNP Manager and/or principal if it
appears he/she will be tardy.  In the event the employee cannot give advanced notice,
he/she is required to contact the designated supervisor as soon as possible to let them
know the reason for the tardiness. Tardiness in excess of 15 minutes shall be submitted
as leave. Habitual tardiness will not be tolerated and will be reported to the school
principal and CNP Coordinator.

Work Attire 

¾ The Child Nutrition Program Uniform Policy must be followed at all times during
working hours. Any other clothing should be approved by the CNP Coordinator.

¾ Arrive to work promptly and fully dressed in approved uniform.
** It iV Whe manager¶V reVponVibiliW\ Wo enVXre all emplo\eeV adhere Wo Xniform
guidelines.

CNP Employee Meals 

All full‐time Child Nutrition Program Employees receive one full meal per day free of charge 
if desired. The meal should consist of what is being served to the students that day. No a la 
carte items can be eaten free of charge, except for plain bottled water. Principals, 
teachers, and other school staff are required to pay for meals. 

Adult Meals 

All non‐CNP Adult Meals should follow the high school menu pattern for portion sizes. 

Volunteers 

Child Nutrition greatly appreciates the help of parent, teacher, and staff volunteers. For 
safety and health reasons, volunteers must adhere to the following guidelines: 

¾ Volunteers are to wear non‐skid shoes while in the kitchen.
¾ Proper handwashing per health department guidelines
¾ Hair must be pulled back and hair restraint worn. CNP will provide hairnets.
¾ Aprons are required for use when volunteering in kitchen or cafeteria. CNP can provide

disposable aprons.
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¾ For safety reasons, it is recommended that volunteers avoid preparing food and using
equipment in kitchens.

¾ It is suggested that volunteers could be most helpful serving the food to students,
restocking, and cleaning.

Equipment and Food purchased with CNP Funds 

¾ Employees are not permitted to use Baldwin County Board of Education kitchen
equipment for personal use.

¾ Employees are not permitted to use personal cooking utensils or equipment for school
purposes.

¾ Food purchased with CNP funds should not be taken home with employees unless an
employee has purchased the food.

¾ Discarded out‐of‐date CNP foods. Out‐of‐date and discarded foods should not be taken off
BCBE property by any employee at any time.

¾ Employees are required to properly discard Baldwin County Board of Education
food/equipment and property per Whe CoordinaWor¶V directives. Employees are not
permitted to keep any utensils/equipment/food for personal gain.

These requirements are in accordance with the USDA Child Nutrition Guidelines.

Bank Deposits 

 The manager or other designated CNP employee shall make daily deposits into the CNP Bank 
Account at Regions unless otherwise instructed by the CNP Coordinator. Deposits may not be 
held for over 24 hours unless prior approval is given by CNP Coordinator. 

Menus and Recipes 

All menus are centralized and planned on a cycle rotation. Each cafeteria must serve the meals 
listed on the cycle menus. Any changes must have prior approval from the CNP Coordinator. All 
cafeterias shall prepare meals using approved standardized recipes. Recipes are centralized 
meaning each school should use the approved recipes. Any recipe modifications require approval 
from the CNP Coordinator. 

Employee Evaluations 

Child Nutrition Program employees will be evaluated using the appropriate evaluation 
instrument as designated by the State Department of Education and/or by the Baldwin County 
Board of Education. Additional information will be provided by the designated supervisor. 
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BCBE Child Nutrition Uniform Policy 

     Clothing 

Baldwin County CNP employees should wear clean outer clothing to prevent contamination 
of food, equipment, and supplies.  All CNP employees should maintain a neat and 
professional appearance at all times.  

Name Badges 

Name Badges are required to be worn daily. Lanyards are not allowed, but badge may be 
in pocket or clipped to shirt/top. Badge must be visible when outside of the kitchen. 

     Clothing should consist of: 

¾ Tops- Scrubs, CNP T-shirt, School T-shirt, or other acceptable top approved by the
CNP Manager and CNP Coordinator.

¾ Bottoms- Scrubs, Khakis, Jeans, or other acceptable bottom approved by the CNP
Manager and CNP Coordinator.  Skirts are acceptable if they fall below the knee.
Leggings/Jeggings or form fitting bottoms are not acceptable to be worn with CNP or
School T-shirts.

¾ Shoes-Shoes should be clean, non-skid, closed-toe, and comfortable for daily wear.
Be mindful that not all athletic  shoes are non-skid.

      Hair 

One of the following hair restraints should be worn at all times: baseball hats, visors, 
wide head band/wrap, or hair nets.  Hair should be pulled back neatly and tucked away 
in the hat, visor, headband/wrap, or hair net. Hair should not be hanging down on the sides 
or front. The head band/wrap should be at minimum 4 inches in width. Bangs or side hair 
should not be hanging outside of front or sides of hat, headband/wrap, or hairnet. 

      Fingernails 

CNP Employee should keep their fingernails trimmed, short, filed, and maintained so the 
edges and surface are cleanable and not rough. Nail length should not extend past the 
fingertip, whether real or artificial nails (ask for sports length if getting nails at salon). The 
Alabama Department of Public Health will allow fingernail polish or artificial nails if clean, 
intact gloves are worn when working with exposed food.  Gloves should always be worn 
when prepping and serving food in CNP (Note that gloves do not replace good 
handwashing habits).  
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     Jewelry 

Jewelry may not be worn on the hands, wrists, or arms except for a plain wedding band on 
the ring finger.  Small, stud earrings no larger than ¼ inch diameter may be worn. The stud 
part of the earring may be no larger than pea size.  No hoops, dangling, or clip-on earrings. 
No visible facial piercings other than traditional pierced ears. Necklaces, watches, and 
bracelets are not permitted by those preparing and serving food.   
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Construction and Development 

Mission Statement 

To enhance and maintain facilities which contribute to a positive learning environment for the 
students of Baldwin County Public Schools.  

Construction and Development 
Contacts 

Frank Boatwright, Jr Director 251-580-1842 251-554-4804

Randy Sanks Coordinator 251-580-1842 251-752-4619

Jason Porter Supervisor 251-970-4405 251-350-0077
Jeremy Odom North Supervisor 251-580-1842 251-370-3091
Darrin Gardner South Supervisor 251-580-1842 251-370-2257

Jamie M. Boatwright Administrative 
Secretary 

251-580-1842

Tim Bowling Coordinator 251-970-4405 251-463-3776

Chase Middleton Foreman 251-970-4405 251-370-3811

Rene Gill Central Office 
Secretary 

251-970-4405
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Construction and Development Employee Responsibilities 

Employees shall meet the minimum qualifications of their job description and demonstrate efficient 
performance skills in the area of assignment along with satisfactory accomplishment of their job 
requirements. 

Construction and Development Employees will: 

¾ Carry out and complete job duties in an acceptable manner and in a timely fashion.
¾ Complete all regular duties along with additional duties assigned by supervisors.
¾ Act in a professional manner at all times.
¾ Be respectful and be courteous to children, parents, supervisors, other employees, and

individuals that you encounter during your work hours.
¾ Strictly adhere to the Baldwin County Board of Education Harassment and Violence Policy.
¾ Report issues or complaints to immediate supervisors. Unresolved issues or complaints

involving an immediate supervisor are to be reported to the Construction and Development
Director. Complaints involving the Construction and Development Director should be
reported to Human Resources.

¾ Adhere to school system rules, administrative procedures, local board policies, and state,
federal, and local regulations.

¾ Maintain a valid dUiYeU¶V license and provide a copy to the secretary each year by February
1st.

¾ Arrive to work promptly in accordance with designated work schedules.
¾ Report absences and take leave in accordance with Board policies and procedures.

Employees must provide a copy of current license(s) to the secretary by February 1st of each 
year in order to be eligible to receive the board‐approved supplement. Employees whose job 
duties and responsibilities require an On‐Call service should be accessible during nights, 
weekends, and holidays for which they are scheduled. During this time, work phones should be 
kept with the employee and checked periodically for messages. All phone calls and messages 
should be returned in a timely manner. 

Construction and Development Leave Procedures 

Annual / Personal Leave 

Construction and Development employees who are planning to take annual or personal leave need 
to submit the request via Frontline at least one day prior to the first requested day off for approval 
by the maintenance supervisor. 

Personal/Family Illness or Unforeseen Emergencies 

Construction and Development employees who are unable to report to work should contact the 
maintenance supervisor or maintenance secretary as soon as possible. Upon returning to work, 
employees are to submit a request via Frontline for approval by the maintenance supervisor. 

Construction and Development employees who need to leave work early due to personal/family 
illness or personal reasons should inform the maintenance supervisor or maintenance secretary in 
the event the maintenance supervisor is unavailable. Employees should submit a request via Frontline 
prior to leaving work. In the event that illness or an emergency dictate otherwise, the employee 
should submit a request via Frontline upon return to work. 
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On‐the‐Job Injury 

Construction and Development employees who receive an injury while working should immediately 
report the injury to the maintenance supervisor or maintenance secretary in the event the 
maintenance supervisor is unavailable. Employees should then complete the on‐the‐ job injury 
paperwork as specified in the On‐the‐Job Injury Policy # 5.12.4.  

Construction and Development General Procedures and 
Information 

Shop Arrival and Departure 

¾ Working hours are from 7:00 a.m. till 3:30 p.m.
¾ Summer hours are determined by the Superintendent and Facilities Maintenance Director.
¾ Upon clocking in, employees are required to check their work orders via Asset Essentials

and depart from the shop no later than 7:15a.m. unless the employee needs to:

¾ Complete work tasks at the shop
¾ Meet with the maintenance secretary or supervisor
¾ Remain at shop longer per the request of the maintenance supervisor

Please note: If you are aware of needing help on a work order assignment, you are to notify your 
supervisor immediately so he can schedule other personnel to assist you. If you need help while 
out in the field, you are to notify the maintenance supervisor (or his designee) at which point he 
will contact additional personnel to assist you. 

¾ Construction and Development employees receive two fifteen (15) minute breaks daily and
a thirty (30) minute lunch. The lunch site will be contingent upon the location where the
employee is working during lunch hours. Lunch should be taken between the hours of 11:00
a.m. and 2:00 p.m. unless the immediate supervisor has granted prior approval.

¾ Employees are required to return to the shop no earlier than 3:15 p.m. unless to:

¾ Complete work tasks at the shop
¾ Pick up parts
¾ Meet with the maintenance secretary or supervisor
¾ Leave early due to illness or personal reasons
¾ Arrive back early per the request of the maintenance supervisor

¾ IW iV Whe emplo\ee¶V UeVponVibiliW\ Wo noWif\ Whe deVignaWed VXpeUYiVoU if iW appeaUV Whe\ Zill
be tardy. In the event the employee cannot give advanced notice, he/she is required to
contact the designated supervisor as soon as possible to let them know the reason for the
tardiness. Tardiness more than 15 minutes shall be submitted as leave.

Work Attire 

¾ Employee and Crisis Alert Badges furnished by the school system will be worn at all times
during work hours.
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Tools and Equipment 

¾ Employees are not permitted to use Baldwin County Board of Education tools/equipment for
personal use.

¾ Employees are not permitted to use personal tools/equipment during the workday.
¾ Employees are required to properly discard Baldwin County Board of Education

tools/equipment and property per the SXpeUYiVoU¶V directives.
¾ Employees are not permitted to keep any tools/equipment and property for

personal gain.

Board Owned Vehicles 

¾ Employees are not allowed to drive Baldwin County Board of Education vehicles home
unless they are serving as the on‐call technician.

¾ Employees who drive district owned vehicles as part of their job duties must accept
responsibility for the safe and efficient operation of the vehicle. Drivers must exercise
common sense and treat county vehicles with respect. Abuse of county vehicles will not be
tolerated. It is the responsibility of each employee who is assigned and operating a vehicle
to obey all traffic laws and regulations.

¾ It is the responsibility of the employee who is assigned and operating a district owned vehicle
to schedule with the appropriate Transportation Personnel all routine maintenance for the
vehicle every 7,500 miles. Employees are also expected to advise the Transportation
Department of any malfunction or safety deficiencies known to exist with the vehicle.

¾ Employees assigned a vehicle are responsible for seeing that the exterior of the vehicle is
washed regularly or when needed, as well as ensuring the interior of the vehicle is cleaned
regularly.

¾ All district vehicles are assigned a vehicle number for identification purposes, under no
circumstances are the numbers to be removed or defaced.

¾ If an employee is involved in an accident or receives a violation while operating a district
vehicle, you should first notify the Transportation Coordinator, Sam Elliott, at 251-370-3175
or the Fleet Manager, Glenn Brown, at 251-370-3121. You may also call the Transportation
main office number at 251-580-1894. The employee should then call their designated
supervisor.

¾ District owned vehicles are to be used for carrying out responsibilities for the school district
and not for personal use.

School Campuses 

¾ Employees are to sign‐in at the front office upon arriving at any school campus and notify
the building principal or his designee of the purpose for being on campus.

¾ Employees are required to provide notification to the building principal or designee in the
event they are unable to make repairs at that time. A time frame for completion should be
provided to the building principal or designee as well.

Employee Evaluations 

Construction and Development employees will be evaluated using the appropriate evaluation instrument 
as designated by the State Department of Education and/or by the Baldwin County Board of Education. 
Additional information will be provided by the designated supervisor. 
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Revised February 2024 

Comp Time Agreement 

Responsibilities of each Employee that Earns Comp Time and/or Over Time: 

¾ Each Employee is responsible for keeping up with his/her time when on call.

¾ The deadline for turning in on call time is the Tuesday following the week of on call time.
For example, if you are scheduled to be on call Monday, March 4th until Sunday, March
11th; you must EMAIL the secretary by Tuesday March 13th asking that they enter your
hours in for travel time and/or any called out time that was requested during that week.  If
you are after this deadline, it is up to your supervisor to approve and/or decline these
hours.

¾ Employees will need to work a full 8 hours to receive the 1 hour of on call time.

¾ Employees may leave early, if they choose, but will still be expected to respond to a call if
necessary.
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Health Services 

MiVViRQ SWaWePeQW 

As leaders Zho bridge healWhcare and edXcaWion and are groXnded in eWhical and eYidence-based 
pracWice, BCBE nXrses are sWriYing Wo help sWXdenWs be healWh\, safe, and read\ Wo learn!  

HeaOWh SeUYiceV CRQWacWV 

Alison RXdd HealWh SerYices CoordinaWor (251) 239-
4327

arXdd@bcbe.org 

Kell\ D¶Angelo CenWral Office SecreWar\ (251) 239-
4327

kldangelo@bcbe.org 

RN Regional Team Leaders 
Sarah Golson ElberWa & Special SerYices NXrse sgolson@bcbe.org 
Mallor\ HXrd Daphne mhXrd@bcbe.org 
Lesle\ James Ba\ MineWWe ljames@bcbe.org 
Holle\ SmiWh RoberWsdale hcsmiWh@bcbe.org 
Am\ Wilhelm Fairhope aZilhelm@bcbe.org 
Emil\ Wilson Spanish ForW eZilson@bcbe.org 
Carol WinWon Fole\ caZinWon@bcbe.org 

HeaOWh SeUYiceV EPSOR\ee ReVSRQVibiOiWieV 

Emplo\ees shall meeW Whe minimXm qXalificaWions of Whe RN or LPN job descripWion, as applicable, 
and demonsWraWe efficienW performance skills in Whe area of assignmenW, along ZiWh saWisfacWor\ 
accomplishmenW of Wheir job reqXiremenWs.  

School NXrses* Zill: 

¾ Carr\ oXW and compleWe job dXWies in an accepWable manner and in a Wimel\ fashion.
¾ CompleWe all regXlar dXWies along ZiWh addiWional dXWies assigned b\ Whe HealWh SerYices

CoordinaWor.
¾ As iWineranW emplo\ees, proYide nXrse sWaffing coYerage and healWh serYices Zhere needed Wo

Xphold Whe opWimal healWh and safeW\ of sWXdenWs.
¾ AcW in a professional manner aW all Wimes.
¾ Be respecWfXl and coXrWeoXs Wo children, parenWs/gXardians, healWhcare proYiders, colleagXes,

and all indiYidXals encoXnWered dXring Zorking hoXrs.
¾ SWricWl\ adhere Wo Whe BCBE HarassmenW and Violence Polic\.
¾ ReporW issXes or complainWs Wo Team Leader and Principal. UnresolYed issXes or complainWs

inYolYing a Team Leader shoXld be reporWed Wo Whe CoordinaWor. ComplainWs inYolYing Whe
HealWh SerYices CoordinaWor shoXld be reporWed Wo Whe AssisWanW SXperinWendenW of PreYenWion
and SXpporW.

¾ Adhere Wo BCBE rXles, adminisWraWiYe procedXres, local board policies, and sWaWe, federal, and
local regXlaWions.
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¾ Adhere Wo Whe Alabama Board of NXrsing (ABN) NXrse PracWice AcW and AdminisWraWiYe Code as
Whe regXlaWor\ bod\ for licensed nXrsing in Whe sWaWe of Alabama.

¾ MainWain an XpdaWed nXrsing license, adhering Wo annXal CE reqXiremenWs and reneZal
periods, and ZiWh no lapse in licensXre Zhile Zorking as a BCBE emplo\ee / school nXrse.

¾ MainWain XpdaWed CPR cerWificaWion, WhroXgh an approYed cerWif\ing bod\ sXch as Whe American
HearW AssociaWion, ZiWh a coXrse WhaW inclXdes an in-person skills checkoff.

¾ ArriYe Wo Zork prompWl\ in accordance ZiWh designaWed Zork schedXles.
¾ ReporW absences and Wake leaYe in accordance ZiWh Board policies and procedXres.

*See RN/LPN job descripWions for qXalificaWions, performance responsibiliWies, and essenWial fXncWions.

CRQdXcW aQd AccRXQWabiOiW\ 

The school nXrse has a responsibiliW\ Wo Xphold professional and eWhical sWandards in eYer\da\ 
inWeracWions. School nXrse acWions shoXld be gXided b\ professional sWandards, NXrsing Code of 
EWhics, Alabama EdXcaWor¶s Code of EWhics, Alabama EWhics LaZs for pXblic emplo\ees, and Whe 
policies, procedXres, and gXidelines seW forWh b\ Whe BaldZin CoXnW\ Board of EdXcaWion in sXch a 
manner Wo promoWe Whe healWh, safeW\, and Zell-being of Whe sWXdenW.  

The folloZing definiWions appl\: 

DXaO ReOaWiRQVhiS: An\ Wime a licensed nXrse inWeracWs ZiWh a paWienW oXWside Whe nXrse-paWienW 
relaWionship.  
PURfeVViRQaO BRXQdaU\: BehaYior of Whe licensed nXrse in mainWaining a WherapeXWic 
relaWionship ZiWh a paWienW for Whe paWienW¶s benefiW raWher Whan behaYior WhaW lessens Whe 
paWienW¶s care and shifWs Whe focXs Wo Whe licensed nXrse.  

¾ The regisWered nXrse or licensed pracWical nXrse shall: AccepW indiYidXal responsibiliW\ and
accoXnWabiliW\ Wo aYoid personal disrXpWiYe behaYiors WhaW negaWiYel\ impacW paWienW care and
Whe nXrsing profession.

¾ The regisWered nXrse and/or licensed pracWical nXrse shoXld: mainWain a professional
relaWionship ZiWh all sWXdenWs/paWienWs, boWh in and oXWside of Whe school seWWing.

¾ The nurse should not be paid by a parent to provide services after school hours to a student that
the nurse serves during the school day. This includes but is not limited to babysitting and
providing care to a student that a nurse provides nursing care to during the school day.

¾ The nurse should not provide routine medical care to students outside of the contracted workday.
¾ Social media interaction with students and parents/guardians is not recommended.
¾ The school nurse, as a public employee, should not use their position for personal gain and must

adhere to the provisions of the Alabama Ethics Laws.
¾ The school nurse will not accept outside employment that would interfere with or impair the ability

of the employee to perform duties as a Board employee.
¾ The school nXrse Zill noW accepW Zork WhaW coXld compromise Whe emplo\ee¶s independenW

judgment in the exercise of duties for the Board.

HeaOWh SeUYiceV LeaYe PURcedXUeV 

School nXrses shoXld adhere Wo all BCBE policies and procedXres relaWed Wo Emplo\ee LeaYe. See 
³Emplo\ee LeaYe´ secWions of Whe Emplo\ee Handbook and Whe BCBE Polic\ ManXal.    

AQQXaO / PeUVRQaO LeaYe 
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School nXrses Zho plan Wo Wake annXal or personal leaYe shoXld arrange for sXbsWiWXWe nXrsing 
coYerage Xsing Whe mosW XpdaWed sXbsWiWXWe nXrse lisW, as idenWified b\ Whe HealWh SerYices 
CoordinaWor. Once sXbsWiWXWe nXrsing coYerage is schedXled, Whe emplo\ee shoXld sXbmiW a Wime off 
reqXesW in FronWline. The Team Leader shoXld be noWified as soon as possible regarding Whis reqXesW 
and Whe name of Whe sXbsWiWXWe nXrse.  

PeUVRQaO/FaPiO\ IOOQeVV RU UQfRUeVeeQ CiUcXPVWaQceV 

School nXrses shoXld noW leaYe Whe Zork area e[cepW for aXWhori]ed reasons. If Whe nXrse mXsW leaYe 
for personal/famil\ illness, or Xnforeseen circXmsWances, Whe Team Leader and Principal mXsW be 
noWified.  
When a school nXrse deWermines WhaW for personal reasons or illness an absence is necessar\, he/she 
shoXld aWWempW Wo obWain a sXbsWiWXWe nXrse from Whe sXbsWiWXWe lisW and noWif\ Wheir Team Leader. In Whe 
eYenW a sXbsWiWXWe nXrse is XnaYailable, Whe Team Leader and CoordinaWor eYalXaWe and consider Whe 
needs of Whe school, paWienW acXiW\, inYasiYe procedXres, and nXrsing scope of pracWice. The Team 
Leader and CoordinaWor Zill idenWif\ Whe mosW appropriaWe sWaffing coYerage, inclXding coYerage b\ a 
nXrse from anoWher school, coYerage b\ Whe Team Leader, or coYerage b\ Whe CoordinaWor. School 
principals Zill be noWified of changes in nXrse sWaffing. In Whe eYenW of a nXrse sWaffing shorWage dXe Wo 
Zidespread illness or caWasWrophic eYenW, Whe CoordinaWor Zill make sWaffing deWerminaWions based on 
Whe criWeria aboYe, Alabama Board of NXrsing AdminisWraWiYe Code (ChapWer 610-X-7, NXrsing PracWice 
± Specific SeWWings), and aYailable Xnlicensed assisWiYe personnel Wo assisW ZiWh medicaWion
adminisWraWion and oWher assigned Wasks aW Whe school XnWil licensed nXrsing coYerage can be
obWained.

¾ All absences shoXld be enWered in FronWline and Whe sXbsWiWXWe school nXrse assigned.
¾ The school nXrse shoXld noWif\ Whe Team Leader and School Principal of all absences.
¾ If Whe school nXrse fails Wo noWif\ Wheir Team Leader and/or Principal of Wheir absence,

disciplinar\ acWion ma\ be Waken.

OQ-Whe-JRb IQjXU\ (OJI) 

HealWh SerYices emplo\ees Zho receiYe an injXr\ Zhile Zorking shoXld immediaWel\ reporW Whe injXr\ 
Wo Whe Principal and HealWh SerYices CoordinaWor. Emplo\ees shoXld When compleWe Whe OJI 
paperZork as specified in Whe OJI polic\ #5.12.4. See OJI secWion of Whe Emplo\ee handbook for 
more informaWion.   

GeQeUaO PURcedXUeV aQd IQfRUPaWiRQ 

AUUiYaO aQd DeSaUWXUe 

RN/LPN Zorking hoXrs are schedXled b\ Whe HealWh SerYices CoordinaWor and school principal and 
are normall\ 7:30 AM Wo 3:30 PM. ArriYal and deparWXre Wimes ma\ Yar\ slighWl\ based on sWXdenW and 
school needs. Emplo\ees shoXld adhere Wo Zorking hoXrs Wo besW meeW Whe needs of Wheir school and 
HealWh SerYices.  

WRUk AWWiUe 

Emplo\ees are reqXired Wo reporW Wo Zork or Wo school fXncWions in aWWire WhaW is appropriaWe Wo Wheir 
posiWions and Whe naWXre of Whe fXncWion and WhaW is in keeping ZiWh Whe generall\ accepWed sWandards 
of decorXm and professionalism.  

ReTXiUePeQWV Rf AWWiUe SSecific WR SchRRO NXUVeV: 
¾ MainWain a neaW and professional appearance.
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¾ NXrses shoXld be easil\ idenWifiable in Whe eYenW of an emergenc\.
¾ ScrXbs are recommended Zhen caring for children.
¾ T-shirWs are generall\ noW accepWable. For special occasions, as idenWified and approYed

b\ Whe HealWh SerYices CoordinaWor and/or Principal, W-shirWs or oWher aWhleisXre Wop ma\
be Zorn Wo shoZ school spiriW and bXild rapporW ZiWh sWXdenWs.

¾ Name badges are reqXired and shoXld be Zorn aW all Wimes.
¾ Closed Woe/closed heel shoes shoXld be Zorn aW all Wimes.
¾ Hair needs Wo be oXW of Whe facial area and neaW and professional in appearance.
¾ Fingernails shoXld be kepW shorW and clean, ZiWh lengWh noW e[Wending pasW fingerWip.
¾ JeZelr\ shoXld be minimal and professional. Large pieces of jeZelr\ are noW accepWable.

ETXiSPeQW aQd SXSSOieV 

Emplo\ees are noW permiWWed Wo Xse BCBE healWh-relaWed eqXipmenW and sXpplies for personal Xse, 
Xnless reqXired for acXWe s\mpWoms, illness, injXr\, or emergenc\. EqXipmenW Xsed Wo assess YiWal 
signs (HR, BP, pXlse o[imeWer, WhermomeWer) shoXld noW be Xsed b\ school nXrses Wo condXcW non-
acXWe healWh screenings or Zellness checks of emplo\ees. EqXipmenW shoXld be properl\ discarded 
per Whe HealWh SerYices CoordinaWor¶s direcWiYes, Zhich Zill align ZiWh BCBE policies and procedXres. 
Emplo\ees are noW permiWWed Wo keep an\ eqXipmenW/sXpplies and properW\ for personal gain.   

EPSOR\ee EYaOXaWiRQV 

RNs/LPNs Zill be eYalXaWed aW a minimXm annXall\ ZiWh an insWrXmenW based on eWhical and 
professional school nXrsing care, Xsing as a frameZork Whe mosW recenW ediWion of School NXUVing: 
ScoSe and SWandaUdV of PUacWice, ZriWWen b\ Whe NaWional AssociaWion of School NXrses. An elecWronic 
assessmenW and eYalXaWion plaWform ma\ be Xsed, as designaWed b\ Whe Alabama SWaWe DeparWmenW 
of EdXcaWion and/or b\ Whe BaldZin CoXnW\ Board of EdXcaWion.   
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#Baldwinproud    #Communitystrong 


